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NOTICE. 


The rules contained in this volume of the Post Office Manual 
will come into force on the 1st December 1909, and will supersede 
all previous rules and circulars on the subjects treated of 
herein. 

These rules must be carefully read by all officers of the Post 
Office to whom they are supplied, as no breach of the rules %7ill 
be excused on the plea of ignorance. 
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C JAPTER I. 


Post mas' ers-Geaeral. 

Personal duties. 


1, Postmaster-General. — The term Postmaster-Geneml means 
the head oi a postal circle and includes all officers exercising the powers 
o£ a Poslmastur-General. 


2. Powers of a Postmaster-General. — The Postmaster-General 
is the chief postal officer in the chcle, and all Superintendents, Inspectors, 
postmasters and other officials in the circle aie {subordinate to him. The 
powers of a Postmaster-General in respect of appointments, leave, pen- 
sions, punishments, and establishments are defined in chapters 8, 9, 10, 
and 11 of ill is Hand-book, The power of a Postmaster-General to sanc- 
tion contingent charges is only restricted [a) by the budget allotment for 
the year communicated to him by the Director-General, and (6) by the 
general rules which make the Director-GeneraFs sanction necessary for 
various classes of contingent charges. When a contingent charge re- 
quires^ the sanction of the Director-General, it should always be stated 
in the application for sanction whether the expenditure can be met 
from the budget allotment for the year. 

II. The following contingent charges require the previous sanction 
of the Director-General : — 


1, Recurring charges (oxclud- 
ingtounicipal and other rates and 
taxes) . 

2. jPurchase in the local market 
of any one article of European 
manufacture, or any number of 
articles of the same description, 
exceeding R250 in value. 

Exception,— X ti the case of the Sorting 
Circles, the Direct or-Generars sanction^is 
required if the amount exceeds BIOO. 


3. Commission (hundiana) for 
remittance of money. 

4. Construction or reconstruc- 
tion of buildings. 

5. Purchase of books, news- 
papers or other periodicals. 

6. Charges for hot-weather 
establishments and fittings (ex- 
cluding charges for cost of 
punkhas and frills for offices for 
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wliich the employment of punkha- 
plillers in sanctioned by the 
Director-Generalj as well as the 
cliarges for (^r) petty purchases in 
connection with pnnkhas and (h) 
petty repairs to pnnkJias and frills 
and* charges lor washing frills). 

Notc — Pnnkha^ lequired in rented 
buddings ocrupied by head post offices in 
loi.ilities wheie punklias are used should 
oidinariiy be supplied at the expense of 
the landlord. In exceptional cases, how- 
ever, whole the landlord lefuses to supply 
the punkhas roquzied, their cost will bo 
sanctioned by the Djrector-Oeneral as a 
special contingent charge, tinder this rule, 
on application being made to him. 

7. Cold weather charges. 

8. Purchase of vehicles costing 
EoOO or more. 

9. Purchase of any article of 
stationery ' nsnally supplied by 
iho Stationery Office h± its cost 
exceeds E;20. 

ExCEPriON — Scaling wax is not inrludod 
among the ai tides that inu&t oidinariiy 
be obtained fiom the Sfcationciy Office; and 
in no case in 'which sealing wax ol the 
pioper quality can bo procuied at a lower 
or oven at the same pike from a soiiice 
other than the Stitioneiy Office should the 
1 a tor be resorted to. 


10. Charges for uniform or 
waim clothing for postmen (in- 
cluding village postmen) and in- 
ferior seivants ai places where 
such charges have not already 
been sanctioned by the Director- 
General. 

11. Pleader’s fees and all law 
charges except for copies of judg- 
ments and other legal proceed- 
ings. 

12. Purchase of horses. 

13. Hire of horses. 

14. Cost of surveys, plans, 
casts, iiacings, and sketches. 

15. Pui chase of any map ex- 
ceeding RIO in value. 

1(). f'harges for mathematical 
and other instruments. 

IT. Purchase of land. 

18. Rewards. 

19. Purchase of any article of 
turniture or any fitting exceeding 
RlOO in value. 

20. Repairs to bicycles and 
tricycles when the charge exceeds 
S25. 

21. Unusual charges. 


III, A Po^lniasier-Geucra] may redistribute the esiahlishmcnt charges 

of any coinbiut'd office in his ciicle ?o long as the total sanctioned working 
elnirgos of the offhes (Ojuunned aie not changed. A lepoit should, how- 
e\er, be sent to Diuu ioi-Gi^mual and to oiler, Post Office, 

ill each case o1 fhe Lind [ iid(> XOT-T of Aj>pemLix 10 in Volume V of 
the 3Ianunr\, 

IV. When the Poslinasler-Gciuuul md ])‘r isional Superintendent 
of Telegraphs are agreed as to the desiialdlity o{ a change, (1) in the 
working' hoius of a combined otKt*c‘, or (2) in the name of a combined 
oiiice, etfeci may be given io the change at once, a report being sub- 
si'Cjuently siibiniitod io liie Diu (*tor-Genei\»]. [As regards (1) see rule 
XG7-VI of Appendix 10 in Volume V of the 3Ianuah'] 

3. Personal check on contingent expenditure.— The Post- 
master-General must pay peisonal aitonrion to the contingent expenditure 
of his office and of the head office at his hc^ad-qtiarlcr'^. The Postmaster- 
General is the countersign ii^g offi(*eT for all contingent hills in his circle, 
and must carefully observe the rules in ilie Ciril Arrounf Code for the 
guidaaice of countersigning ulfh eis. 

4. Personal respoasib/Utr for id creases in establish- 
ment charges. — Before sanctioning'" proposals for the creation or 
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'il*\ision ol establisliiueuts 02 toj the eiuploymeut of experimental . 

establishments, ihe Posinuistei-iTeucnaJ mnst personally scrnimise them 
aud satisfy hiiuseli tliiit they aie tully jubtitied with refexence to the 
staijdaids aud rules on tiio subject. 

5* Personal inspection of Dead Letter Office and Stock 
Depot. — The Postmaster-General must personally inspect the Dead 
Lettex Ottice (^ee 6^'J, (uQ and ()T7) aud the stock depot once efery 
halt-year. The stock should be counted i)y the Postmaster-General or his 
Pei’sonal Assistant once a year at least. 

6. Personal inspection of Circle Examiner’s work. — The 

Postmaster-General or his Personal Assisi ant must inspect the w’^ork of the 
GiK^le Examiju^r or Ex.niiineis on<‘e every half-year and satisfy himself 
that the documonts vhich come under examinaiion ai*e carefully scruti- 
nised, that all the checks piescri])ed are exercised, and that the work is 
>atisfacfcoiily done and kept up to date. 

f 7. Personal inspection of post offices and mail lines.— 

The Postinastei-G(mr‘rnl is expected to visit the head oitices and principal 
malt lines in hi\ chclo as often as he eonveniontly can. Every station 
wliich is the head-c|uarters of a district, should, if possible, be visited 
at least once in two years. It is important that the Postmaster- 
General should be personally acquainted with the leading district 
officials and his own chief suboidinates. The Postmaster-General should 
examine the working in all its brauches, of every office he visits, and 
particularly inquire w'hother the convenience of the public is met in 
every legitimate way. Important sub-offices should be visited whenever 
possible, and the efficiency of the rural delivery should be tested by 
visiting small sub-offices, as occasion occurs in tlie course of a tour. 

8. Verification of the halances of the head-quarters 
office, — The balances of the head office at the head-quarters of the Head 
of a Cirfde should bo verified twice a year, in accordance -with the clauses 
under iiile 293, and the result of the verification noted in the form of 
answers to the quest ions in the standard form of verification report, which 
ahould be dealt with in the some way as the verification reports concerning 
other head offices. Tlio verification vshould ordinarily be performed by 
ihe Peisonal xissistant in the case of circles in wffiich such an officer is 
eujployed, aiul by the Superintendent of the bead-quarters division in the 
case of othm' circles, but the Head of the Circle may, in special cases, 
deleg«a(:e this duty to any other Superintendent. 

II. Whether the balances of the head-quarters office are verified by the 
Personal Assistant or by a Superintendent ihe entries in the order book 
shoxi^^l only be sucli as 0 Siinerinti'ndent is authorised under rule 294 to 
make in the case of any other first class head office. 

^ 9. Personal responsibility for postal arrangements at 

bead-quarters. — The Postmahter-General is peTSonallj responsible 
that proper postal arrangements for the public are made at his head- 
quarters, and should, therefore, make himself thoroughly acquainted with 
the method and arrangement of work at the head-quarters office or offices. 

/ 10, Personal disposal ojf inspection reports.— The Post- 

master-General should personally dispose of all inspectitm and verification 

B 2^ 
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. reports of head office*:?, and at Uiues call for and examine some of the 
inspection repoits'snbhiiilod hy in^pectois ro Siipeiintendents. 

%J 11. Percjonc.! of diaries and other returns.— 

The Postmaster- Genoi a I nnisl personally examine the diaries of Superin- 
tendents so ao to check idleness and unduly long halts, and he must also 
exercise a check over the tours and inspection work of Inspectors by means 
of their diark* and the copies of travelling allowance bills attached to the 
last diaries of the momii. Fie should specially see that Superintendents 
do not allow their veriJicition reports to fall into arrears. The Post- 
master-General should ialre care lhat inspection is not rendered unneces- 
sarily expensive by oificois returning (unless for urgent reasons) to head- 
quarters bcfoic finislii]jig the inspection of all the otiices and lines in the 
quarter to ^hich they had proceeded. 

II. The Postmaster-General must also personally dispose of the 
monthly abstract time statements, weekly and monthly statements of com- 
plaints, and the copies of punishment registers. 

Note. — In order to check the care t<iken by supervising officers and head postmasters 
ii dealing with complaints, a ceitain niimbei ot cases should, from time to time, be called 
for and examined in tho Postmaster-General’s office. 

j 12. Personal control over pension work. — The Postmaster- 
General must keep a conslant \\atch on the pension work of the circle. 
To this end he must personally scrutinise the consolidated return of pend- 
ing pension and gratuitv cases compiled each month in his office from the 
similar returns submitted to him {vnder rvh 520-11) by Superintendents 
and first class posiniaslers, and he should take immediate steps to accel- 
erate the completion of cases which the consolidated return shows to 
have been pending during three months or more. He should also, from 
lime to time, test the completonc-ss and a<*curacy of the return by reference 
to the cases themselves when these come before him, and be should make 
it the rule that (except in unavoidable circumstances) no pension or 
gratuity case should finally leave his office (?.p., for the orders of the 
Director-General) without liis hnovJedge and vilhout his signature to the 
papers on which this is required. In ^lie case of subordinates ap])omted 
by him, the Postmaster-General should t ke special precaution that their 
pensions (or gratuities) are sanctioned ])v him, ancl that the papers on 
which his signature is nece.ssiry are also signed by him. 

Note. — In a circle to which a Deputy Po^tirip^-tcr Geneiul is appointed to help iho 
Postmaster-General, tho duties as.s!gned by this rule to the Po.^tmaster-General may be 
performed by the Deputy Postmaster General 

13. Personal Assistant to the Fostmaster-GeneraL — The 

Personal Assistant and Supernumerary Inspector are officers attached to 
the Postmaster-Goneial’s office in order to assist him personally in inspec- 
tion and supervision , »Sueh officers should, therefore, be freely deputed 
away from head -quarters, parlicnl ’tI ' in serious covses of robbery, 
abstraction, or fraud, and not be allowed io degenerate into mere office 
assistants, 

I 14. Annual review of the im-'etarv responsib»iJiti 0 s of 

^ SnTb and Tbranch postmaster's.- ^fie Postmaster-General must see 
that the monetary -responsibilities of dcDartmental sub and branch post- 
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Hia'steis ure not out (;i piopuiiion iu Iheir pay, and iliai flu* jjionoiaiy 
r(‘sponsibililie& oi exiia-depaitiiK^ntal po^lhuisiei', uio no! ont oi propor- 
tion to tJiexr ineoijjes tiujii ail souicf s, ami v illx iliis olgccl ..a v I **jLiiiualiy, 
as soon as possibio Sittor laily onnniei'aiion, loview tlic 

cin umbtances and transad ions oi oach snb and braucli po^t offioc. 
Except ill very iiigcoit cases, such as an incieisc In respoiisibilliics 0^,3 ng 
lo tlie opening ol a gi<^ai* public \\oik, pioposals io raise p<*} oi sub- 
oiKceb ^(lonld iioi be s.aicuo. khI by tlie Pt>sti!iesUr-(jleneral or bubmitled 
to t]»e Direclor-deneral iiiilii aimual review oi oilices of the same 
grade has been niiale in accordance ^viih ibis rule. 

li. Eor the puiposes oi the revieA\ the J^o^tjiKibtor-Ueneial will receive 
from Superintendents, in the month oi September, stutibnical retuiiis, in 
the prescribed iorms, of sub-offices, depaiiineniiil branch offices, and 
extva-depaitmental branch ofiices. These should be placed before the 
Postinasier-General as soon as his oilice has made the required entries in 
them from the last two half-yearly enumeiation rotnriis. The Post- 
master-General should then aLso have bofoie him the appioved standards 
of pay for his circle showing (a) the lowest lotal emoluments or income for 
a non-departmental branch postmaster doing money order or savings bank 
work, (6) the lowest rates o£ pay for departmental branch postmasters and 
suh-posMaasteis, (c) the lowest ivies oi pay lor vSiih-posi masters and de- 
partmental branch postmasters for the responsibilities deiined in the fol- 
lowing rule, any allowance wffiich a pobtinaster receives ior signalling, 
etc., being in every case taken into consideration. 

III. An examination of the leiurns of sub and branch offices should 
then be made under the point system described in the Eollow^ing rule. 

IV. Cases beyond the scope of the point system but wffiich may appear, 
either from a very high aggregate of points or from exceptionally high 
figures in columns 10 to 14 of form Supt.- 17 , to need consideration should 
be marked or noted for separate examination after the report prescribed 
in rule 15 has been submitted to the Director-General. Such cases should 
b(» (hnilt with alter a separate exhaustive examination of all the work of 
each office and generally after a thorough inspection of the office by the 
Head of the Circle or a Superintendent. 

15 . Th.© point system. — In order to facilitate the examination of 
the responsibilities of sub and branch offices points should be assigned 
according to the following vscale for the transactions indicated : — 

For a sub-office — 

* 2 points for each complete 100 of the average daily delivery 

calculated on the figures of the last two half-yearly enumera- 
tions taken together, i.e., the total of the two "^delivery* 
columns divided by 2. 

(h) 2 points for each set of two branch offices in account with the 
sub-office. 

(c) 1 point for each 100 money order transactions (issues and pay- 
ments together) a month,-* 

(<l) 1 point for each Ji2*000 worth of money, order transactions 
(issues and payments together) a month. 
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. For a branch ^’ffice — 

1 point for each E500 of money order issues and payments, and 
savings bank deposits and withdrawals — all taken together. 

The approved circle standards of pay, classified according to the following 
heads, should then be compared with the points and pay of each office : — 

7. Sub-offices, 

* [a) Minimum pay (including non-postal allowances). 

(6) Minimum rates of pay (including non-postal allowances) for 
delivery offices w'ith 6, 10, 15 or 20 points on all transactions 
taken into account, i.c., on the points in column 9, 

(o) Minimum rates of pay (including non-postal allowances) for 
delivery offices with 4, 8, 10 or 15 points on money order 
transactions alone. These rates wull be the same as the 
rates under (b). 

(d) Minimum rate of pay (including non-postal allowances) for a 
no-delivery office or town sub-office with 10 or 20 points on 
all transactions taken into account, i,e,, on the points in 
column 9. These rates will be the same as the second and 
third rates under (b). 

77, Departmental branch postmasters. 

(a) Minimum pay (including non-postal allowances). 

(b) Minimum pay (including non-postal allowances) for 6 points,. 

777. Esctra-departmenial branch postmasters who do money 
order or savings bank work. 

(a) Minimum total emoluments or income. 

(b) Minimum total emoluments or income for 5 points. 

^ (The entiies undei III will geneially he the same cIkS the t oi i esponding entries under 

II. Immediately after the completion of the examination prescribed 
in this rule, a report vshould be submitted to the Director-General stating 
the total amount of the additional expenditure involved in the alterations 
in pay wdiich it is proposed to make during the ensuing year as the 
result of this examination. This amount will be taken into consider- 
ation in distributing among the several circles the budget grant for the 
revision of fixed post office establishments for that year. Superintendents 
should at the same lime be informed of the results of the application of 
the point system to ihe offices in their divisions and instructed to submit 
proposition statements accompanied by value returns in the prescribed 
form, after satisfying ihemsedves that there is no reason in any case 
why the ccmteinplatecl alteration in pay should not be made. 

III. When a proposition statement is submitted for sanction with 
reference to the results of the examination prescribed in this rule, it must,, 
as in other cases, always be accompanied by the prescribed value return 
showing whether the pay proi)osed is admissible. 
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16. Further examination of the returns of departmental 
branch ofllces. — \\lien exainiuiug tbe retuiiis oi depaitiiioiital braueli 
officcb iu the course ol ilie annual review, the oppoitunity should be taken 
to see (1) if any bianch oiliee should be comerted into a sulMjffice; f2) if 
any departmental brancdi olHce should bo placed in cduirge oi an 
depariinental ageid; (bj it any Mib-ofliee sliould liave its pay lodiieed. 
Before any si(‘j)s an‘ taken to reduce the pay of an office with 
reference to tlie of j^oiiits, the statisUc^ i^Iven i^i cohinins 10 — 1 1 

of the form 8u])t.-17 slioiild be exaniiued in older io se(‘ it the existing 
pay is justified by consideiations outride file scope of the point system. 


General rules. 

17. Registers and records to be kept in the Postmaster- 
General’s office. — Tbe following reg-isteis and if*e(ml& should l)e k<*pt 
in a Postniasttu-tbniiuars office, and the Postinasier-deneral should, from 

time to time, satisfy liimself that they are k(‘pt up to date: — 

0 

(а) Register in preserilied form of coiiiplaints. 

(б) Register in prescribed form of losses. 

(c) Register of highway robberies. 

(d) Register of defaulters. 

(e) Register of absconders in Post Office cases. 

(/) Register of lines and stages. 

(g) Register of allotments for minor works. 

(h) Register of contingent expenditure. 

(i) Register in prescribed form of budget allotments for ftuciuating 

contingent charges. 

0) Register showing the hours for the despatch and delivery of 
mails at each licad office in the circle. 

(k) Complete sorting lists of all head offices and the sub-offices in 
direct communication with the Railway Mail Service in the 
circle. 

(?) The postal map of the circle. 

II. When no form is laid down, each Postmaster-General should 
prescribe the form to be used in his office. 

JII, It is of special importance that the register of lines and stag(‘s, 
the register showing the hours for the despatch and delivery of mails, the 
sorting H^^ts, and the postal map should be kept corrected up to date. 

Note 1. — One special clerk, at least, should be employed in tbe prepaiation and revi- 
sion of sorting lists. The Postmaster-General should be able to ascertain at one e the mode 
of transit of any article passing through his circle. 

Note 2. — Two copies of the postal map should be kept corrected up to date in the 
office of the Postmaster-General— one copy for the Postmaster GeneraPs use and the other 
to be ejcehangod at the beginning of every quai^er with the uneorrected copy of the same 
mnp kept in the office of the Director-GTeneral. The latter will be^ returned to tbe office of 
the Postmaster-General as soon as the corrected map is received. 
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18. Eegistor a£ complaints. — The legister oi complaints should 
contain a lecoid of — 

(1) all complaints (othoi than meie enqniries) fiom the public 

iecei\ed diieci hj the Postmastei-Ucneial, of loss, tamper- 
ing, detcniion, oi other iiicgulaiity connected with articles 
passing thiongh the post; 

(2) of complaints transferied for disposal fiom othei circles; 

(3) of complaints sho^n in the statements of complaints leceived 

from Snpeiintendents and fust class head postmasters, a 
note being made against such of these complaints as are 
separately and specially reported to the Head of the Circle 
by a Superintendent or first class head postmaster. 

Note — The expression ‘‘mere enquiixes** refeis to cases such as those in which a 
poison asks foi infoimation reLaiding the fnte of an aiticle without alleging any remiss 
Hf &s on the pait of the Post Omce in connection with it If bl imo is imputed to the Post 
Oflice, the case should be iccoided as a complaint even though it is subsequently found 
that the complaint gioundless 

II. Complaints legarding non-receipt of acknowledgments should not 
be entered in the register. 

III. When a complaint affects more than one postal circle, it should 
be entered in the complaint legister of the circle where the complaint is 
first roceiTed. 

IV. Well-founded cases should be recoided against the office con- 
cerned, whether it be the office of despatch, delivery or transit, and 
whether it is in the ciicle leceiving the complaint or not. 

V. Groundless complaints should be recorded against the office com- 
plained against, and when the offices complained against are more than 
one, the Postmastei -General will exercise his discietion as to the office 
against Tvhich it should lie shown. 

VI. Unsuccessful and pending cases in which the ciicle is concerned 
merely as a transit ciiclc <^hoiild bo euteied under other circles and 
administrations ’’ Wlien both the posling and delivery offices are in the 
circle in which the complaint is entered, the case should be returned 
against the posting office, but when only one of the offices is in the circle, 
the case should be leiurned against tbe office concerned in the circle. 

19. Registers of losses and defaulters.— All cases of theft, 
loss, or tampering, other than those due to highT\ay robberies, connected 
with money, valuables, oi articles passing through the post, which are 
reported to tlie Postmastei-Geneial otheiwise than by the public, sho'uld 
be recoided in the register of losses. In cases where individual respon- 
sibility cannot be actually fixed, the names of officials who are thought to 
be implicated should be entered in the register of complaints oi losses 
only when their connection with the case is clearly established. 

11.^ Tlie register of defaulieis should contain references to the register 
or registers in which the cases aie recorded and will serve as an index of 
all defaulters. < 
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20. iSegister of absconders. — L^oiy >eai in.Qc((mber the Post- 

m iui*xi -iiouid oinaiu lioui iLc bxij[>e 3 latcjideiii'oi hibi class head 

pcdmabt^L d icpoit diowing Ike lesult oi tJic c jukdciitial eiiquiiies re- 
g Img f c ii>c do lu «. ccuxdaBco With lule bOl-III. 

21. Begister of budget aliotments for fluctuating 

Cliarges. — On lecoipt oi the budget allotment oi coniingcnc chaigcs of 
the ciiele ioi tho jeai, a montklj ateiage dilotmont shouid be eslimSited 
hy the Head oi ike Cnele ioi each head ot eliaigc, Jiid these figures should 
be posted into the legisiwi oi allot inents iox iluetu.itiiig chaiges, to be 
L pt in tile piesciibed foim. Below these entries the fagurcs of the 
toial allotments of the year should be wjitten, and as the expenditure 
under the diffeient heads ioi each month is aseeitained fiom the contin- 
gent bills lecoivedj the amounts should be enteied and balances should be 
sfciuck showing iho amounts under each head atailablo lor the remainder 
oi the yeai The last column oi th#^ legistor px oxides for entries o£ the 
to^ il nionihly allotment oi the ciicle, the toted Inidget allotment, the 
w mlf" expenclituie ioi each month, and the tot. 1 balance available. The 
allotment for supplies fiom the Aligarh “Woikshop should not be classified 
under sub-heads, but should be shown in lump as a separate item. 

22. Permanent advance for contingencies.— A permanent 
advance for contingencies suikcient to meet the requirements ot all offices 
is sanctioned foi each ciicle by the Diiectoi-Goneial, and subject to this 
limit, the Postmaster-General may distiibutc and le-disfcribute the amount 
among the head offices in his ciiele. Each change made by the Post- 
mastei -General must be intimated at the time to the, Circle Audit Office 
and on the 15tL April a statement, in the prescribed form showing the 
distribution of the permanent advance to the close of the year just expired, 
must be furnished to that officer. 

28. Correction of periodical pnblications. — The Postmastei- 
Gcneral is lequired to keep the Director-General infoimed of all changes 
which are to be made in each new edition of the following publications : — 

Onarterly List of Indian Post Offices; 

Route List; 

CompendiuTn of Postal Information; 

Li^ft of Offireii, in the Post Office^ 

For ihis pin pose he should have the books caiefully examined and 
thoioughly revised in due time, and on the dates specified in the following 
paragiaphs he should send to the olfiee of the Diiector-General at Calcutta 
a cqpy of each publication corieeted m all respects as fai as his circle is 
concerned : — 

(a) The corrected copy of the Quarterly List^ showing how the list 
will stand on the first day of the ensuing quarter, should 
reach Calcutta not later than the 1st March, 1st June, 1st 
September or 1st December, as the case may be. 

(h) The copy of the Route Last corrected up to the 1st March, 1st 
June, 1st September or ls4 December, and the corrected copy 
of the Compendium containing information up to the 1st 
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Januai} or 1 st Juh, as the case may be, should reach Cal- 
' cutta not latci than the 10 th ot the piecedmg month 

(c) The copy ot the Lnf of Ojficcis in the Po^t Office corrected up 
to the date ot despatch, should leach Calcutta not later 
than the 1 st of the last month of the quarter. 

Any fuxthei eliange \\hich may subsequently be found necessary in 
anj at the couected copies ot the publications mentioned in clauses (<7), 
{()) and (c) should be ( ommunicated by letter, if the letter can reach the 
Diiector-Geneiars ohice on or befoie the lith of the month preceding the 
month of public itiou, othei^Msebj telegiaph 

II The Postmastei-treueial is also lequiiod to furnish the Direc^or- 
Greneial Mith inioimation foi the collection of the lists of post offices 
guen in the Indian Fosial (xuide Mhieh is published at the beginning of 
each quaiter Instiuctions icg lading tlic piocedure to be followed are 
giien l)eloi\, and tliese instiuctions should bo \ery stiictly adhered to — 

{a) Eveiy change (01 batch of changes) in the lists of post offices 
gi\en 111 the euuent edition ot the Guide should be notified, 
as it occuis, to the Diiectoi-Greneia], Calcutta, by means of 
a conseeutneH numbeied conedion memo in the prescribed 
foini The memos should be numbeied in oidinal sequence, 
thus — 1 st,’’ “ 2 nd,” and so on, and a fiesh series of Nos , 
commeming ^Mth * Isi ” should be adopted in respect of 
each edition of the Guide 

Note — Supplies ot the foim of conection memo aie obtiinable from tlie Director 
General s office 

(h) On the da^ the collected Quaifeily Lui is despatched under 
clause (a) of the pieccdang panxgiaph, a final blank, but 
numbeied, ineino jn itspect of the Guide should be sent to 
the Dm ( toT-Geiiti il, in addition to anj memo notif3ing 
eoirections xxliieli it mi> be necessaij to foi\\aid on that 
cU> The Quuittihf List md the lists m the Guide should 
be Ibus in (oiuplete aguement and no change affecting 
oithoi public itioii sliould be inbodnced duiing the peiiod 
between this dite and the dite of issue of the next edition 
of the Quarterly List 

24, Changes in postal routes and communications to be 
reported to Local Grovernment. — The Postmaster-General should 
keep the Local Government or Admin isti at ion constantly infoimed of all 
mateiial chmgcs m postal loutes and communications The full natuie 
and extent of the mfoiniation to be sup])lied ^i\l depend, in some measu e, 
on loial ciicumstanccs but, geneiall\, it may bo laid doxivn that all 
changes in the times of the depaituie and aiix^al of contract steamers, 
all ilterations m main mail routes, nid ill cis<s ot the acreleiation or 
retardation of mail soitkcs on nnpoiHnt lines should be lepoited at oiice 
to Local Governments and Admiinsii xtious 

^ 25. Interruptions of mailbs dur^ing transit by railway.— 

Ttheii a lepoit is leceived fioin the Railuaj ilail Seivice of a break or 
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accident oi misconnection causing or likelj to cause d-clay of mails, tLe 
JPostmastei-Greneral -vmII, at liis discretion, advise postmastcis at stations 
of impoitaiice alfccted bj tbe mteiiuption Infoimation regaidmg tlie 
mails concerned and tlie piobable duiation of tbe delay should be com- 
municated, and definite oideis should be given 'v\]ieii tlie postmaster is to 
advise tbe public bj tbe oiiciilation oi a lonl notire A notice should 
oidmaiih be ciiculated uhene\ei the delay aftects the foioign mail of an 
impoitant station, and vhen the oiituaid mail must be posted in advance 
of tbe usual date tbe actual time in ad\ ance should l)c stated fox inclusion 
in tbe notice. 

26* Functions of post offices.— The Po&tmastei-Geneial may 
impose any restiiction that be may considei nccessaiy on tbe classes of 
business to be peifoimed by any paiticulai bead, sub, or branch ofbee in 
bis circle, but if be thinks it desiiable, foi any special reason, that tbe 
issue oi money oideis upon oi by any particulai post ofiice, or gioup of 
post ofijccs, should be suspended, oi that monc^ oidcis should not be so 
issu^'d except on payment oi speciil lates oi commission highei tlian ilie 
oidinaiy lates pitsciibed, the oideis of the Diiectoi-Geueial should be 
obtained Any restiiction imposed by tbe Postmaster-General, on his 
oun authority, on the powers of an office, should be notified m tbe nt\t 
Quarto hj List, and in ibe case of a bead office, it should also be lepoited 
to tbe Dnectoi-Geneial 

II. Tbe Postinaster-Geneial may autboiise any branch office in bis 
ciicle to accept aiticles for insuiance up to a limit of EoOO, to accept 
foieign parcels foi despatch, to peiforni savings bank v\oik, and to ex- 
change ordinaiy registered aiticles diiect with any office ox with the 
Railway Mail Service 

III When a post office v\hich peiforms savings bank yoik is to be 
closed or depiived of savings bank powers a month’s notice should, if 
possible, be given to tbe depositors to pi event inconvenience to them. 

27. Changes in the status of offices and transfer of 
offices from one head office to another, — ^Eveiy proposal for — 

(a) conversion of a bead office into a sub-office ; 

(h) conversion of a sub-office into a bead office , 

S transfer of a sub-office from one bead office to another , 
transfer of a branch office from one bead office to another ,* 

should be submitted to tbe Director-Geneial oi, if the Director-GeneraTs 
sanction is not lequiied, sanctioned by ibe Postmaster-General in time 
to 511ow of its being carried out fiom tbe beginning of a quarter. In 
eveiy case, tbe Postmaster-Geneial should give tbe Deputy Comptroller, 
Post Office, at least one month’s notice of the proposed conversion or 
transfer 

Note — See lule 23 

II Other changes m the relations between one post office and another, 
or m tbe functions assigned to a post#offlce, such as tbe conversion of a 
sub-office into a branch office, or vtce 'her^a^ or tbe ty:‘ansfer of a branch 
office from one account office to another, or the grant or withdrawal of 
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autlioiity to tiaus. c-t iiig^ bojJv 01 ol-Lcr Lasiiiesi in ii)e case of a biancli 
ofiice, may bo caiiied oat at any time witliout giving previons notice to 
tile Circle xladit Oliice : piuvided tlie cliangc cloob not involto tbc ti^nsfer 
oi a sub or brancb oKcc from one bead ofSce to anocber. 

28, Jurisdiction and head-quarters of Siipermtendents- 

— Tie J^ostiuastei-General sbonld bx tbe extent and ibe bead-quarters of 
each SiLperinton dent’s division. Tbe beod-qiiarieis of each divi‘=^ion 
i^boiild oidinarily bo at fclie most central station in tbe division. 

II. When tbe jiiiisdictions of tbe Supeiiniendents in a ciicle are re- 
djstrilnded, notbe oi tlie changes should be given by tbe Postmaster- 
Gc tieivil io che Diroctoi -General and tbe Comptroller. 

29. Jarisdiefcion and head-quarters of Inspectors.— The 
I*t)''fcinaster-General should fix tbe extent and tbe bead-quarters of Oiicb 
f ir-pectox ' 3 sub-division. An luspceioi’s sub-division sboiild, as a general 
luie, be conterminous with a r^v’enuc district. 

SO. Accommodation -or DtipormtendenLs^ oilices.— As a 

g<‘ueral rule the Superintendent’s oilicc should be in tbe post office at bis 
bead-quarters ; bub if there is not sufficient accommodation for tbe purpose 
in tbe post office, and no other suitable public building is available, tbe 
Posimasior-Gonerol may apply io tbe Birector-General for sanction to tbe 
Superintendent’s office rent not exceeding S20 per mensem. Every 
application under this rule should be supported by a letter fiom tbe 
Executive Engineer certifying that no public building is available. 

II. In every case in which tbe Superintendent’s office is accommodated 
in his private I'esidenoe, tbe Superintending or Executive Engineer should 
be asked to assess the rent io be paid for tbe portion of tbe building 
occupied by tbe Superintendent’s office. Tbe letter from tbe Superintend- 
ing or Executive Engineer should be sent with tbe proposition statement 
in which tbe offjoe rent is pj'oposed. 

31. Rent to be paid by* postal oflOicials.— When the whole or 
part of a buildiag belonging to or hired by Government for official pur- 
poses is used as a private residence bv a postal officer not entitled to free 
quarters, ibe rent io be paid by him should be propoitionate to the 
accommodation in tbe house which be actually occupies, subject to a limit 
of one-tenth of the salary and local allowances (if any) of the officer con- 
coined. The assessment of rent will in each case be made by the Superin- 
tending or Executive Engineer, 

II. Heads of Circles will see that tbe concession made under tbe 
pioceding paragraph is not abused. As a general rule tbe portion^(or 
whole) of a building belonging to or hired by Government for official 
purposes, which is occupied by a postal officer, should correspond with tbe 
rent paid, and the Director-General or the Head of a Circle may require 
any postal officer to immediately vacate any portion of a Government or 
hixed building, except such portion as ho actually pays rent for. 

III. Hecoverms of rent under this rule from a postal official should be 
made by deduction from bis salary bilL The full rent payable for a 
building hired by Government will be sanctioned and drawn as an estab- 
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c1iaip»e, ' (JiicV AudH (>0!ee iil make any nccfssaij 

ML f>n5 t t4thn^n leMt. 

32. Tenure of cLsirge zi a civisioii cr hVib-aiYmioii . — A 

SepoiiiiiLudeiii or Inspector 1)0 tiansioiivd by ilic Postmasicr- 

Oen.ral at any Lime iiOMi ou * sub-(iivi^ioii to unotber. 

38. Periodical inwieeciion of tlie offices of Smperin- 
tsndents. — The ojrice oi oveiy Pu^/erinteuflont must be ihorduglily 
inspcHod once a ye. r by ilie »Sa])erhi ten dent in accordance with ‘I lie 
(tULsdoii^ coni lined in I le •'tanddd lonn oi inspociion report. The 
i^Oftiinrsler-Genor.d may, als >, ii he consideis it adTisable, inspect the 
Siiperiiilendonds oiln e tdther innsonelly or through a Personal Assistant. 
iSn]»e]*mtencloni& should submit their inspcelion reports to the PostmawSter- 
General not later than the 1st July every year. 

84. Order book of Snporinteadent’s office. — The oflD.ee of 
every Superintendent will keep an order book, in the prescribed form, 
in which fclie Superintendent and other inspecting officers will record 
their reinaiks and orders after inspecting the office. 

35. Periodical inspections of post offices by Superin- 
tendents and Inspectors. — ^Every head office must be thoroughly 
inspected and its balances verified at the same time, at least twice a year 
at intervals of about six months, by the Superintendent within the limiis 
of whose jurisdiction the head office is situated. The Postmaster-General 
is authorised to relax this rule in very special cases to the extent of 
allowing the inspection of a small head office, either with or without a 
complete verification of its accounts, to he carried ont by an Inspector. 

II. All sub and branch oflfices in a division must be thoroughly 
inspected at least twice a year. The inspections should be divided by the 
Postmaster-General between the Superintendent and his Inspectors. As 
a general rule, the inspection of the more important sub-oflices should be 
assigned to the Superintendent; the inspection of the smaller sub-offices 
should be made the duty partly of the Superintendent and partly of his 
Inspectors; and the systematic inspection of branch oflfices should be 
made the special duty of Inspectors. 

III. For tracts of country and classes of branch offices exceptionally 
circumstanced, and also in particular cases, the Postmaster-General may, 
when he considers it advisable, require more than two inspections of a 
branch office during the year, and may also, in divisions where there are 
comparatively few sub-offices, divide the systematic inspection of branch 
officis betv^reen the Superintendent and his Inspectors. 

IV. The Postmaster-General may himself arrange the tours of any or 
all of his Superintendents, or require them to submit plans of tours in 
.advance, or leave it to them to carry out their tours and perform their 
duties of inspection according to their own judgment. 

Note 1. — ^The Head of a Circle may add questions to the standard forms of inspection 
reports to meet local requirements. ^ 

Note 2. — The orders embodied in the above rule as io the inspection of head offices 
do not apply to the three presidency post offices or to the Bangoon nead office. 
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Notes. — T he Post^jaaster-Greneral may relieve the Superintendent of the- duty of 
regularly inspecting and verifying the accounts of any head office by assigning this work 
to a'Personal Assistant, and he may also at any time depute a Personal Assistant to make a 
regular inspection or verification of the accounts of any head office and such inspection 
or verification of the accounts may take the place of an inspection or verification by the 
Superintendent as prescribed by paragraph I of this rule. 


86. Supply of maps to Superintendents and Inspectors. 

— The Postmaster- General should supply each Superintendent with a 
postal* map of the circle and the latest survey maps of the districts 
comprised in his division ^ and each Ins|)ector with the latest survey map 
of the district which forms his sub-division. 

37. Supply of books of reference and periodical publi- 
cations to Superintendents and Inspectors. — The following 
table shows the books of reference and periodical publications which will 
he supplied to Superintendents, supernumerary and other Inspectors: — 


Title of publication. 

' 

Number or copies to be 

TO EACH. 

SUPPIiIEU 

Saperinten- 

denfc. 

Supernumerary 

Inspector. 

Sub*divisional 

Inspector., 

Post Office Manual . « . • • 

2 

1 

1 

Foteign Post Manual . • • • • 

1 


... 

ludian Posta\ GaVde 

2 

1 

1 

Quarterly List of Indian Post Offices 

2 

1 

1 

Compenaium of Postal Intonnatioa 

1 

1 

1 

Route List . . • ^ • 

1 

1 

1 

Field Service Regulations -Post il . 

1 

1 

1 

Telegnipli Traffic Code . . . . ^ 

1 

1 

1 

Indian Telegiupb Guide .... 

2 

1 

1 

Civil Service Regulations .... 

1 

... 

... 

Criminal Procedure Code .... 

1 

1 


Indian Penal Code ..... 

1 

1 


Indian Evidence Act , . . * 

1 

1 

... 

Catalogue of Articles manufactured in Postal 



• 

Workshop, Aligarh ..... 

1 

... 

•*« 


38 . Supply of memoranda, notices, lists, etc.— The follow- 
ing is a list of the memoranda, notices, due mail and sorting lists, etc., 
to be supplied by the Postmaster-General to post offices in his circle : — 


To he supplied to head offices only — 

(i) Memorandum of distribution of work. 






(iii) Two notices of liours of business. 

(iv) Printed slips containing names of post offices, mail 

offices, and sections despatching due and numbered 
parcel lists to the head office and its sub-offices, 
together with the names of the receiving offices (to 
be pasted to the head office index of parcel lists 
received). 


(v) Memo, of authorised balances showing the authorised 
mininiiim and maximum balances in cash, maximum 
balance in stamps, and the amount sanctioned for the 
permanent advance. 


(6) To he su/p'plicd to head offices and the sub-offices in direct com^ 
munication icitli the R. M- >S. — 


(vi) Due mail list of despatches. 

(vii) Due mail list of receipts. 

(viii) Letter mail sorting list. 

(ix) Parcel sorting list. 

(x) Money order sorting list. 

Note. — T he postal advertisement headed Ahstract of Postal Information may he 
'supplied to the larger sub-offices and to specially important branch offices on the recom- 
■mondation of Superintendents. 


39. Memorandum of distribution of work.— The Post- 
master-General is required to supply every head office with a memorandum 
of distribution of work, and to furnish the Superintendent concerned with 
a copy. "When a re-distribution of work is necessary in an offi^ce, a revised 
memorandum should be supplied. 

H. The clerk in charge of the money order, savings bank, or sub- 
account department should not be placed in charge of the duties of the 
treasurer, except in small head offices where not more than tw^o clerks 
are employed, and as a rule the work of the delivery department should 
not be entrusted to the deposit clerk, or that of the sub-account depait- 
inent to the mail or sorting clerk. Where the number of clerks employed 
is less than the number of departments, tbe work should be distributed 
according to the establishment entertained, and the duties appertaining 
to two or more departments should be assigned to one clerk. In cases 
whefe an official other than the postmaster is required to hold charge of 
the office during certain hours of the day, the Postmaster-General should 
specify in detail in the memorandum of distribution of work how the 
duties assigned to the postmaster personally by the rules in the Bead' 
Office Ban^d-hooh are to be performed whilst he is not in charge of the 
oifice. If the duties of the treasurer are assigned to the clerk in charge of 
the parcel depaximent, the Postmaster-General should designate in the 
nmmoraudum of distrihiition pf^work ■ftie clerk to whom parcel postage 
collections are to Tbe paid by postmen and village postmdhi ’ AI^o^ 
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(as in the case ox large olHces) it Vvonld not he possible for the clerk m 
cliavg'e of a department to perfoim all the duties which the rales leqaire 
the clerk ol that depaitmcnt to peiform, the rostmaster-General should 
specify in the memorandum of distribution of work which of these duties 
are to be perfoim ed by a clerk other than the clerk %n charge and by 
which clerk they are to he performed. 

III. In the case of offices with a deputy postmaster or assistant post- 
masters^ the Postmaster-General should specify in the memorandum of 
distribution of work, the duties of the postmaster which the deputy or the 
assistant postmasters are allowed to perform. Under the rules in the 
Head Office Hand-book the following are the duties of the postmaster 
which may, under the orders of the Postmaster-General, be performed by 
a deputy or an assistant postmaster : — 

(a) The custody of stamps, seals and forms. 

(b) The taking oTer of undelivered articles of the letter mail from 

postmen. 

(c) The duty of redirecting money orders. 

(d) Duties in connection with the entry of forward postage in 

memorandum of forward postage and deposit account, 

(e) The examination of the registered abstract and files of regis- 

tered lists. 

(/) The examination and disposal of registered article acknowledg- 
ments, 

(g) The examination of the receipts of value-payable articles of the 
letter mail. 

(Ji) Attestation of remarks in registered lists with respect to value- 
payable registered articles redirected or treated as unclaimed 
or refused. 

(^) Kosponsibility for insured articles. 

(j) Recovery of deficiency in postage on registered articles or in 
the fee chargeable on railway receipt notes. 

(7^) The examination of parcel receipts. 

(1) The examination of parcel abstract. 

(???) The examination and disposal of parcel acknowledgments, 

(n) The examination of the register of value-payable articles re- 

ceived. 

(o) The attestation of copies of bearing parcel leceipts. 

(p) The examination of Ihe value-payable journal. 

(q) The examination of the receipts and memoranda of value-pay- 

able articles of the parcel mail. 

(?*) The examination and despatch of weekly bundles of bearing 
parcel lists to the Circle Examiner. 

(s) The check to bo exercised over the punctual receipt of all due 
anonthly statoments^of last.Ifos. of bearing parcel lists sent 
to sub-offices. 
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it) The chock to he ap])lied to sub-office indexes* of hearing parcel 
lists received by means of the inonthly statenienis oi last 
Isos, of bearing paicel lists sent to sub-offices and of the 
head office index of bcariiig paitel lists despatched, 

(u) Hesponsibility for seeing that the coned procedure is followed 
with respect to romii lances bet\\ee]i the head office and its 
sub and branch offices. 

( /’) The disposal of monthly copies of sub-oHice accounts. 

(w) The examination of undeliverable articles received from sub- 

offices. 

(x) Certain duties in connection with money order work. 

(y) Certain duties in connection "s^iih savings bank work and the 

custody of pass-books. 

(z) Certain duties in connection with transactions in Government 

securities. 

Hoic — In the case of fipt class head offices, the duties ot examining, nnd taking ^vith 
postage, unpaid and insufficiently paid ai tides received foi deli\eiy, and of enteimg the 
total amount of postage due in the letter postage account, may be assigned by the Post 
mastei General to the deputy postmaster, or an assistant po.stmaster. 

IV. In head offices where an accountant’s branch has been sanctioued 
distinct from the treasurer’s branch of the office, the Postmaster-Genera! 
may d('legate to the accountant’s branch any of the account duties and 
checks in any department which are not assigned by the Manual rules 
to the postmaster, and also any of the following duties and checks which 
are assigned to the postmaster by the rules, Volume I (8th edition) : — 

(1) The examination of the sub-office summary and the branch 

office summary in accordance with clauses 13, 14, 15, and 
16 of rule 190, Volume I. 

Notb— T he checks prescribed in clauses 10, 11, and 12 of rule 196, Volume I, must 
always be cairied out by the postmaster peisonally. 

(2) The examination of the head office summary in accordance 

with clauses 17 to 22 of rule 196, Volume I. 

(3) The check of the head office cash book in accordance with 

clauses 23 to 29 of rule 19G, Volume I. 

Note — The balance shoot (clause 30) must always be prepared and checked by the 
postmaster personally. 

(4) The check of the registers of miscellaneous receipts and pay- 

ments in accordance wiih clause 31 of rule 196, Volume I. 

(5) The examination of acquittance rolls in accordance with clause 

32 of rule 196, Volume I. 

(6) The check of the memoranda of disbursement of salaries in 

accordance with clause 33 of rule 196, Volume I. 

(7) The check of the statement of charges incurred for the con- 

veyance of cash. — Rule 122, Volume I. 

(8) The check of the statements 'if extra mail despatches. — ^Eule 

233-IV, Volume I. * 

• o' 



POSTMASTERS GENERAL 


[Chap. 1* 


18 ' 


(9) All ifJie* duties in connection witli service books and service 
rolls assigned to the postmaster in chapter 8 of this Hand- 
hook except the duties of personal attestation and re-attesta- 
tion. 

(10) The keeping up of the register of undelivered pass-books in 

detention in the office. — ^Rule 744^ Volume I. 

(11) The examination of all savings bank vouchers, the check of the 

voucher list and the submission of all savings bank icturns 
complete to the Deputy Comptroller. — Eules 811 and 812, 
Volume I. 

(12) The check and submission of the cash account to the Deputy 

Comptroller in accordance with lule 853, Volume I. 

Note — The cash balance leport (rule 853 III, Volume I) must always be piepaied 
wholly by the postmaste' himselt 

(13) The check of the statistical memorandum prepared by the 

money order, parcel and registration depaitments. — Eule 
856, Volume I. 

^14) The keeping up of an account of the sales of postal publications 
and books of blank foims of inland money order, etc. — 
Eule 858, Volume E. 

(15) The preparation and check of the annual return of establish- 
ment. — Eule 865, Volume I. 

(IG) The check of the register of transactions with the treasury.- - 
Eule 876, Volume I. 

Note — The tieasuiy passbook must always be kept, wiitten up and estamined by 
the postmaster poisonally 

fl7) The pieparalion and check of the tieasury account. — Eule 877, 
Volume I. 

(18) The pieparation of the treasury suspense account. — ^Eule 878, 

Volume I. 

Note — ^The treasury suspense account must always be checked by the postmaster 
personally. 

(19) The check of the statement of advances, provided that the post- 

mastei is required to examiue the statement rogulaily every 
Satuiday — Eule 885, Volume I. 

(20) Attention to the ohjeetion statements of the Audit Office re- 

gaiding the money older, savings bank and accounts depart- 
ments and the con espondence connected therewith, provided 
that the postmaster is required to examine the statements 
regularly every Saturday. — ^Eule 888, Volume I. 

(21) The keeping corrected up to date of the register showing the 

sanctioned establishments under the head office, — Note 2 
below rule 903, Volume I. 

(22) The check of the mc?hthly account bundle submitted to the 

Circle Examiner. — Bule 916, Volume I. 
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f-vS) The propaiation of the appointment roll for submission to th{ 
/on rr ^ astmaster-G-eneral.— Itule 465 of this Hand-hook.- 

^ statement of pending pension and 

giatuity casos.—itule 520 of this Hand-hook. 

(2o) The preparation of the superannuation list for submission to 
/ort mi Rule 520-V of this Hand-hook. 

(20) The preparation of last-jray certiBcates of officials transferiod 
edition) othce.-Ilule 5, Appendix 14. Volume V -(dnl 

ness^fT^Tffi^oe busi- 

N'o. JG in Volume V of the'^l/tnS^^*^ ii^structions in Appendix 

every Ihiee nionlhs|^tn°Pdll changed 

.hanged ove.y eix monthf The rl?,' ir -n 1 sub .u count depaitment mint be 

to the Postmaster-General for approval? ' l''’*.*“^'“-‘c‘r and ie]ioite(l 

any large first elass^ea™ office ^n”hisdwta’fiom?h*^**^l the postmaster of 

office cash book himself. In ever v ease therfe ^ ‘loV ot wilting np his head 

sheet. thepostniaster will peisonally piepaio the balan.. 

to open oi^clos" any'^br^ch Tf *^tha”o^c^/'^rt*t)r'*°‘° is necessary for the postmasLei 
absence of the clerk, the Head of the Ciroli^'r^nxr^n^ registration or parcel bianch) in the 
anung the cleik’s absenre, all or aiiv of fho presciibe that the postmaster shall keep, 
The postmaster will in snoh cases ?e the second key sf the cash safe.’ 

can have access in the clerk's absence. ^ articles m deposit to which he 

tion and parcel boxes of the*ofSe”shall^^uminn^l^°‘+k^j^"vi^*i'’''^i rogislra- 

the key of one look shall remairafter Xfw'^^^^^ thi’s case 

master and the other key with t^e cfeA ifcirarS"! the tpa^nf 

of moX „rS 46^rat‘’oo:fT‘% “i f' ““« *>“'» «»« register 
works in the payment brnncli of where more than one clerk 

deals with a distmorit department, and eacli 

paymenta bT Stoen (1) payment, by cheque, (2) 

offices, etc. ^ paynients by village postmen and branch 

ad ";,e^“SteadS’S“®?J.U?lr“^^^ <>* *>■' 

to each head office to he fromod'^ Information should be supplied 

at prsoi”fer“^^ be'|fi|ii.ibe'‘:r‘ a .bS: 

for dreuMon to the pnblic andZ snpplyto'^iWSa™? 

notic?;^n?Zw.?. 1“®®^ offloes.-av. 

•und the other the hows for tW^ the delivery and .despatch of mails, 
uer rne Hours tor the transaction of business with the public-^ 
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printed in large, bold type botb in English and vernacular, should be 
supplied by the Postmaster-Geneial to each head ofiice, and the Superin- 
tendent concerned should be furnished v^ith copies. 

II. Whenever any permanent change is necessary in a notice, a revised 
notice, signed by the Postmaster-General, should be sent to the head 
office conceraed to be substituted for the obsolete notice. 

43. Instructions regarding tlie exchange of cash remit- 
tances. — The Postmastei -General is required to pi escribe how head 
offices situated at stations where there is no sub-treasury are to be supplied 
with funds and how they are to be relieved of their surplus funds. A 
head office may be authorised to exchange remittances vith any other 
head office. 

II. When it is not desirable that cash should be sent through the post 
from one office (head, sub or branch) to another, the Postmaster-General 
is required to prescribe the system under which the remittances are to be 
exchanged. It may be ordered that a special carrier, such as a postman, 
village postman, oveiseer or other subordinate, should be employe^i to 
convey the remittances, and in such cases it should also be laid down 
whether the money is to be made over loose to the carrier or enclosed in 
a cash bag : or lemittances may be ordered to be made by means of bank- 
bills (hundi) or in any other v ay that the Postmaster-General may con- 
sider best suited to the needs of the case; but if remittances are to be 
systematically made by means of bank-bills for which commission has to 
be paid, the Director-Genera Fs sanction must be obtained. The detailed 
arrangements in the case of sub and branch offices will be prescribed by 
the Superintendent, but they must be based on the system ordered by the 
Postmaster-General. 

III. Cash sent through the post must always be enclosed in cloth or 
leather cash bags, and ordinarily leather cash bags are to be used for 
remittances in excess of R50. It is, however, not intended that all offices 
that send cash by post should be supplied vith leather cash bags as well 
as cloth ones, on the chance of their having to make an occasional remit- 
tance of over E50; but Hoads of Ciiclos are expected to exercise their 
discretion as to vhat oificos in their circles should be supplied with leather 
bags, with special loference io the chaiacter of the usual cash remittances 
of each office. 

IV. The monthly statements received through Superintendents or 
direct from first class head postmasters of charges incurred by post offices 
for conveyance of cash should be examined, and if the charges are 
accepted the statements should be filed. 

Not? — C ash lemittancos should, as far as practicable, be excluded from the mails 
when they travel by lunners at nitj?ht, and when such remittances cannot be altogether 
excluded, a maximum limit as to the amount which may be sent should be fixed in each 
case. 

44. ProJiiTbition against conveyance of cash for a postal 
purpose by postal officials travelling by railway under free 
pass. — Wo postal otficial should be allowed, while conveying money for 
any postal purpose, to mate use of any free railway pass that he holds or 
to which he may be entitled with reference to his other duties. He must 
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purchase a ticket for the ]oiiiney, ^^lih money advanced by the post ofSce 
tiom which he starts, an(l must conloim to the lules oi the Kid^\ay as to 
the amount that may he cariied free under the ticket, and as to payment 
lor any excess. The chaige inclined -hould be shown as contingent 
expenditure. 

II. This rule may only bo depaited lioni -whon the railway has agreed 
by its contract, or othoi^^ise, to allow the official to use his free pass even 
when conveying cash; and when this is the case, special oicleis on the 
point should be issued I)\ the Po*stmastoi-fTeneial. 

45. Transactions with Native States’ treasuries. — Where 
it is more convenient for a post office to have transactions with the treasury 
oX a Native State than with a Government treasury, the arrangements to 
be made should in evoiy case be governed by the following general 
rules ; — 

(1) No arrangement should be made (a) for paying surplus col- 
lections into a Native State treasury, (6) for drawing money 
• therefrom for departmental purposes, or (c) for remitting 

money to a Native State treasury to be drawn against by the 
Post Office, without the previous authority of the Director- 
General ; and no change in the authorised procedure for 
dealing with such transactions should be made without such 
authority. 

f2) In each case in which it is deemed necessary to use the treasury 
of a Native State or to alter existing arrangements for the 
use of a Native State treasury, the details should be dis- 
cussed, and, as far as possible, settled with the local author- 
ities, by the Head of the Circle, subject to the Director- 
General’s approval, and a complete report should then be 
submitted to the Director-General through the Comptroller 
who w’ill add any remarks he may wish to make on the 
subject and forward it to the Director-General for orders. 

(3) On the issue of orders by ihe Director-General, the Comptroller 
will, in each case, draw up detailed instructions regarding 
the manner in which the transactions with the Native State 
treasury should be acco\mted for and adjusted and a copy 
of these instructions wnll bo communicated to the post office 
concerned, the Head of the Circle, and the Director-General. 

\4) It must he borne in mind that it is not sufficient for the Depart- 
ment to get rid of its surplus collections by remitting them 
to a convenient Native State treasury or to draw from the 
coffers of the Native State money required for the postal 
administration, but arrangements must also be made for the 
earliest possible settlement of accounts with the local 
authorities. Money which has been received from savings 
bank depositors on which interest has to be paid by Govern- 
ment, or for the issue ol money orders which have to be 
discharged from the Government cash balance in some other 
part of India, must not be looked up in a foreign treasury 
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• . a day longer than is absolutely necessary, but must be 

remitted as promptly as possible to a Government treasury 
and thus made a portion of the Government cash balance. 

(5) It sometimes happens that the Native State has an ‘^account 
current or deposit account with a Government treasury 
against which the Treasury Officer may be able, with the 
consent of the Native State, to adjust the remittances on 
production by the head office of the Native State treasury 
receipts. This mode of adjustment should always be 
arranged for when practicable, as it involves the least 
possible delay in the settlement of the matter so far as the 
Post Office is concerned, and leaves the ultimate settlement 
of accounts between the Government and the Native State 
to the Civil Department. 

(G) In other cases such an arrangement is not possible; the Native 
State merely receives the money for safe custody, and ulti- 
mately remits it at the cost of the Post Office under 
the necessary guard to the most convenient Government 
treasury. In cases of this kind some delay is unavoidable, 
and it will be necessary carefully to consider what arrange- 
ments can be made to make the delay as short as possible, 
and also whether savings bank deposits should be received or 
money orders issued at places where at certain seasons of 
the year it is impossible to promptly remit the money 
realised to a Government treasury. 

(7) As already stated, the exact agreement between the Native 
State, the Government treasury and the Post Office may 
vary in each case, but the objects to be aimed at are always 
the same, viz , : — 

[а) The prevention of uniiecesvsarily large cash balances at 

post offices. 

(б) The avoidance of remittances of money in the mail bags. 

(c) Economy in providing funds for the Department or 

getting rid of surplus funds. 

(d) A prompt and clear settlement of the accounts resulting 

from the transactions. 

46. Director-GeneraPs circulars.— Circulars issued by the 
Director-General once a week will be printed in foolscap size and will 
hear a consecutive^ annual series of numbers. The pages will also be 
numbered in a consecutive series throughout the year. If, in any week, 
there should be no inaierial for u circular, none will be issued in that 
week. 

II. Copies of circulars for Heads of Circles will be supplied direct^, 
and those for supervising officers and head, sub and branch postmasters 
will be sent to head postmasters «f or distribution. Head offices will be 
supplied with a copy of each circular for the guard-book of each depart- 
ment of the office, in addition to a copy for the office General Eile.’^ 
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Heads of Circles should supply head offices witli a diMributioii list show- 
ing the number of copies to be supplied to supervi.^ing olJic{ js, sub-offi'ces 
and branch oificeSj and the number 1o l)e retained for office use, and wifi 
keep the Direcior-Oenerars oflice informed from time lo time as changes 
in the dislrihufion list become iieces‘sarv. 

111. Postal notices will be issued a])art from, ainl nof as aiinexxires 
to, the Director-Generars clrculais; and, excej)! in ilie case of eertuiii 
large bead offices se1ect<‘d by Ile.uls of ('irele^, onU copies of each 
su(*h notice will l)e supplied to each office, one for exbibi* )ii on the office 
notice-board and Hie otln-t for record. In eases in wliicli further copies 
are required for disii ibuiiou to the public, Uie Head of the Circle vsliould 
supply the requisite number of copies. 

47. Postmaster-GreneraFs circulars.— Orders issued by the 
Posfmasb'r-Chuieral for tlie general information and guidance of postal 
officials in the circle should be jmblislied in tbe form of a monthly 
circular. These circulars should be ])rinted in foolscap size and should 
bear a consecutive annual series of nuinbtT: ihe pages also should be 
numfjerod in u consecutive serhss tlirougliout the year. If, in any 
monili, there should he no material for a circular, none should be 
issued in that month. 

IJ. Every item of ihe monthly circular should bear in lieavy type, on 
tbe upper right-hand corner, tlie name of the departmenf which it 
concerns. Any circular whicdi relaies to miscellaneous maiters or which 
concerns more than one department .diould be headed General File/’ 

111. The portions of the ve(‘kly or monthly circulars issued by the 
Uireidor-General or the J^OhtmasteT'-General, respectively, wdiich con- 
cern branch offices should at onc(‘ be translated into tbe vernacular and 
issued as a se])arately iiumlxu’cd series of local circulars to branch post- 
masters who cannot read English. 

Note. — Tho&e vernacular (iriuiaib &liould be piinted in the Poslniabtor-Ctenerars 
offifti pieifS whoxe there is one, oi , \%hore theie is no piess, they should be leproduecd by 
any nmltiplyinc; process av<iilablo in the Po.stniabtei-(Jenerara offae. On no account 
should an outside Piintinc^ Piei-s bo lei-oitod to for tho piintiii<> of these vernacular 
ciiculais. 


TV, The following matters should not be made the subject of circulars, 
except in special cases : — 

(a) Lists of experimental ofTices opened 

(b) Liift of combined ofhees orjened . , . . . ^ In other circles. 

(e) Convert-ions of head offices into sub-offices and vi< e cersd j 

(d) Lists of offices authorised to perform telegraphic money order work. 

(e) Changes in spelling. 

T. The monthly circulars issued by the Postmaster-General should 
deal only with purely local matters. If a Postmaster-General desires 
to have the attention of his su]>ordinates drawn to matters which are 
not of purely local applieaiion, he should send a draft of his proposed 
instructions to the Director-General for orders. 

TI. Programmes of the movement^ of Local Government or officials 
on tour should not be issued in the form of circulars but as **Tour 
orders.” 
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T II ( o| Its 11 ni< lU j '.umI li\ lie Postmaster-General slionld 
l( nil <1 to t it o^^K < i in l)u<ctoi Gfneial 

48. Index of extant circulars— As soon as possible after the 
K lose oi the ohu i *1 "\t ii tin Posim istfi-Gennal should publish an inde^. 
ol hi i\\ pii c luiil 11 Hid St nd i cop\ to each supoivising offiicei and post 
oiiioc \\ }i u t (iJtuln, oiigin ill;y published, is to be consideied 
o i 11 1, ( ui\ It No a d d ‘'houlcl li( givf n in the index , i;vhen only a 
p ntion (u i ( u ui u, i oi ig n ill\ published, is to b'" consideied extant, 
tio poijfi ms i( b < 11 ((1I((1 should b puihul oi the index, and vthen a 
1 u ii! u hi 0 <u jnitjilh modifaed 1\ a subsequent ciiculai, the proce- 
d 11 ( 1 It < h 1 i > bt < oii<^i(kr< d i vf mt should In lepimted in the index. 

II W ht li thf ( olli ft ion of < luul »rs ni then oiiginal form makes too 
!)ulk^ i \olu lie lor lon^tuit nt ideieiue, thf extant ciiculars should be 
n priuu d in pu i]>hl< t toim 

49. Applications to intercept articles.— Applications le- 
r» \(d \n i\n Posim istii htiui tl to iidticcpi ai tides passing throug^h a 
soiting o^hte diould lx k lused, except in ^cl\ spcciil cases, oi for very 
spKul It i'^ous, js eoinplniKf with such i(que«r.ts militates against the 
propel woiliTjg oi the Dijrntuunt Such applications should never be 
gr intf <1 it Iluv do not luriiidr the inuus of the ofiiees of posting of the 
aitich s, 01 li ihe> u it i to aiti< h expeittel h^ moie than one mail. 

n Ux (lispt)Ml ot llu ipplicitioii will list 111 each case with the 
Ilf ad oE tlx ( ndt U\ whom it is m ide but when an\ one not connected 
with a 1 { iilwa\ Admiiiisti dum pplif s to the Jnspector-Geneial, Railway 
Mnl S<ni(f md horlnig, tor the iiiieKcption and lediiection of articles 
m trinsit h< wiU Ik u ItTifd to llu head oi the local ciicle 

III Iri 111 ^tr^ 1 lit < lu vdiith the Ilf id ot a Ciicle will feel 
juMiiud in td ng tip'i to hut ui utich in hin^il: intercepted and le- 
(Intel 1 til ipli( it mid lu iniouuecl tint his lequest will, if pos- 
siidt I Mtiipi fdwith but til P owing to the time and difhculty involved 
inddffl iig i ! b 7 b) 1 ] iiln i] 1 T no win u oi tiausil, no responsibility 
Hi tin m dtf If u I f c c< ] ul 

fV Notlii ilid 1 s ml Hi \ in tlu lule aitccts coiicspondencc 
id hf d wdhoui i po^t to mi, to tin « imp oi otlui prtsciibed address of 
ui\ (Tro% in u ltd ♦){{ M 1 to whem tie sp i d luhs in the Postal Gmd( 
If g ndu g oin n) < 01 H pomh i ih ippl e ibk 

50. Return to senders of articles posted — The rules on the 
subpfl oi il K ill oi Hinh posiul m Indn nd wlin h Inue not passed 
^><^o!}d 1 ^unsdiftnu oi the Indim Po-^t Other will be found in the 
Itthan P nl it i i \n < hNwhnhhavt passed ho\ on d the juiisdiction 
(d the iiidnn ih t ( ithm tud toi< igii uniegisteud articles cannot be re- 
f dl< d 

Tver PH j \ 1 pi t fr n ( ii n nt i i 1 i il \flm rnvtiation to retail a foreign 
tin ul unr ^ tu I iiti I h i j d b(\ nd the imisdicliin of the Indian 

P t OPi f h O d I Ik )t r ?hci ith 

61. Articles addressed t 9 deceased persons. — Under section 
38 ot the liulnn Post Ofljcc Act an aitkle leceived in the D L 0. and 
undchveiabJ(> to the addtessee' must 1 h letuined to the sender if his name 
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[S il u ul U \ 1 I 1 1 lit , I \ i Uhl 


52, Receipts to be taken from addressees oi lodirccted 

ai tides m certain eases J In Po^tm im ik m i d m i itpo\ < ud to 
-iiitlior '^i tilt potni 1 j (d ui> oflnt to whnh in iituit hi bitn M 
<1 n< t ted to n (|U H tli iddi td tin ndiH(\<d iitulc to icteipt 

It* tin I tub it il It 03 dtli\ti\ I lu^ p(m< i is iiiltndtd to b* 

4 uistdii ( in holilltK j's It isoTi to Ih In vt tint llu pj ivd* 

fi < udnt t tioi n 1 in^ ^It ni d < dh b im I Sut ii < i ( ^ w di i ♦ i< 

]) litdioitht oubisolilii l^isuoistt i-(h lit i il 

53. Opening and destruction of injurious artides, and 
dcsti uction of articles of an indecent or obscene character. 

lh( ih> tl 1 i^t Houn 1 IS niipocvi H d I \ t ion 2 J f 3 ol the Post 
Oiui Vftioduiil d IM m siij tint i| si d nti(l< smpt( ted to uuitaui 
tnv 4 splosi\( o Mi-nons dfbtnnois ot ldih\ ^ulistiun, oi 
^ bb to HijUK poNi iMifbs in (otosi ot ti u niis«>i(m bv post oi «itiy 
oduii ol tin Pod Ole tu( ti uisiiu‘'''nm ot wUuh b> post is pudubitcd 
tndn sutioii P) <d tin V( t nnv 1m opnn d md ibstio\ui Mu Post 

nnsfi i-( 4 m I il hou \<i A\ilIic<oid ai oidf i in c atht o^e i bath 

] In 34 isoiis toi uthojiNin^ 1h( o]Hinn<^oi dtstiuctnm ol inv such postal 
aitKb 

II Tbe Podnndtr (t< ruial is tlso 4uipo\Micd bv scttion 21 (5) (i) 
ot the Post Office Act to oidtr tbe cbstMiction ol tim postid aiiule wbidi 
IS found to loiit un anvilnnji^ indecent oi obsceme, oi to have ou its cat* 
side, — %v bethel on the at tide itself, as in the <ase of" a mnvspapei, or on 
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its cover, — ^woids. iLarlcs, or designs of an indecent or obscene cba.racter, 
or of a character falling under the other heads of the category given in 
section 20 (6) of the Act. This power should only be exercised when the 
article has reached the Dead Letter Office. The reasons for ordering the 
destruction of any such article must be recorded in writing. 


•54. Disposal of articles found in the Dead Letter Office 
to contain anything that is contraband.— On receiving informa- 
tion from the hlanager of the Dead Letter Office that a postal article 

^ _ received in the Dead Letter 

Opiiim , . . vv hen sort io Burma 

other -wise than on 
Go\einiuent ac- 
count . 

Bhanrj, gaiija, sidhee, 
oi other jnejiarations 

oi hemp . • • When addi^^sed to 

Bill nil, Port Blair 
or Narcottry 


Office has been found to contain 
intoxicating drugs the trans- 
mission of which by post is 
prohibited/^ the Postmaster- 
General should, after satisfying 
himsolf as to the correctness of 
the report, issue orders for the 
article, ^\i‘th all its contents, io be made over to the nearest Excise Officer 
for the adoption of snch further proceedings as may be deemed proper. 

II. If the article has been found to contain anything else that is con- 
traband, the Postmaster-General, on receiving the report from the Dead 
Letter Office, should issue orders as to the action to be taken, after enquiry, 
if necessary, from the civil authorities. 


\.noN —This lule applies only to eases m \\hich it is known for ceitain that the 
contents of the pobtal aiticio aie coiitubaiid. See the Explanation below lulo 638 


5S* Disposal of magazines, periodicals, etc. — It is loft to 
the option of the Postmaster-General to direct that magazines, periodicals 
and newspapers which have remained in deposit in the Dead Letter Office 
for the prescribed period should, instead of being sold or destroyed, be 
used for any public pm pose such as disiribiition to hospitals and public 
institutions. When issuing orders to this effect the Postmaster-General 
should also direct that cate should bo taken that all writing on such 
articles is ol)literated, and that, before they aio distributed, any letters or 
documents accompanying them are destroyed. 

56. Applications for information from Post Office re- 
cords. — A[>plicatioiis for infoimation from Post Office records should 
ordinaiily not be complied with; and if the applicant is a Government 
offi(*or, he should be infoimed that under the orders of the Government of 
India t such information can only be given on the application of a Secre- 
tary to the Government or Administration concerned. Officers of the 
popart monl lender themselves liable to dismissal if they make public any 
information vhicdi they receive officially or in the discharge of their 


f Resolution hy the OoKrnmPiit of India {Departnient of Finance and Commerce), 
No, IfllO, dated the 3tst Ortohei 188 tf. — His Excellency the Governor General in Council 
is pleased to direct that whenever, in the opinion of the Government of India or of any 
Local Government or Administiation, it may be necessary to obtain any information from 
the records of any post office in India, such intoimation shall, on the application of a 
Secertary to the Government of India, *or of a Secretary to the Local Government or 
Administration concerned, be gi%cn by the chief postal authority to whom such post office’ 
is immediately subordinate. 


/ 
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duties. Tlie Exceptions to lule 54, Volume I (Sth edition), apply, hou-* 
ever, also to tliis rule. 

Note — I n dealmg with tndeit» ot ( ouil*. a*, to t/u piuductwii of saving ^ havh and 
i/ioTiPTj ordei bool^, it should bo homo in inuul that the production in Couit of tht^e 
books (an only be oidtiod foi spo» nd tnu^e, and whether the ordei should be oppoj-td 
or not will almost neccssanly depend «jn the cntunicsianct's of each c^se. 

In dealing with ordcis of Oouits for qtanitnq a pteliwinary in^iyetiiun of su(7i hoof , 
a question of policy is to some evlent in^ohcd. It i?, open to the Post Ofhee, undoi 
section 6 of Act XVIII of lb91» not only to ehow cause against the issue of the oidti, 
but also to oiler to produce the books themselves in Oouit ui place of allowing the preli- 
minary in<‘pcction. Hus is, of touiso. to give up the pioLection ot the xVet, so far as the 
(onvonience of the Po'-t (jffuc woik is c one oi nod, bub it nniv be desuablo, in \iew of tUe 
importance of mamtaimng the confidence of the public, to oifer to produce the books ui 
pieference to allowing an inspe( lion at small ofiicos, wheic the manner of inspecting might 
not be kept uriJtr proper contiol. (Spc luhs j^i and Ji, Volump I {6f/i vditum)^ and 6J and 
Volume, II {,ith (dition), and 70 and 71 of ihe Jk*ule<i foi BianUi Offices, Part /.) 

57. Excliange of references with the Secretary, General 
Post Office, London. — All communications on ’ordinary matters, sucli 
as ilie loss of oi dinary ariicles, etc., Vvill be addr<^ssed by the Secretary, 

( hmera] Post Office, London, to the Postmaster-General, Bombay, who 
w ill deal with them as follows : — 

{a) Rf‘fcr(nces icgar ling the loss, dunigo, 

or mistaiuagc ot ordituiy aitulos 1 will be transf('rrcd to the Poslmastt r- 
originating in, or destined ‘"tor, post \ Oencial, Bengal, tor disposal, and direct 
ofliees in the following c Peles, viz ,: — \ u‘j)ly (when lU'ccssarj ) to the Secretarv , 

■RcugaJ, I G(‘neral Post Office, London. 

E a s te r n Ben gal and A s sani , 1 

Burma, J 

will be transferred to the PostmasU r- 
(//) Similar rclert aces aiTecting j)ost offices ^ General, Madias, lor disposal, and dneet 

in the Madias oiiclc t iPidy (wlien ncees^aiy) to the Secretary, 

) Gcneial Post Oifico, London. 

(() Similar roferenees relating to the rest ^ will be dealt with by the Postmaster- 
oflnha ) General, Bombay. 

II. All references regarding registered article}^ and 'parcels originating 
in, or destined for, any part of India, will bo dealt with by the Postmaster- 
General, Bombay, except that ihe Postmaster-General, Bengal, will 
correspond direct with the London Post Office regarding register^ articles 
sevi to London in the mail closed at Calcutta, 

III. When any inquiries have to he made or any information has to 
he collected in connection with references to or fiom the London Post 
Office, the Presidency Postmaster-General dealing with the reference will, 
when necessary, call for the required information from the Head of the 
(Circle concerned, who should endeavour to make the desired information 
complete and then furnish the Presidency Postmaster-General with a 
report on the case, so as to enable him to address or reply to the British 
Post Office. 

IV. The procedure described above relates only to inquiries con- 
nected with the London Post Offilce. In the case of other countries — > 
Ceylon, China, Mauritius, countries on® ihe continent of Europe, etc., — 
the medium of reference is the Postmaster-General of the circle in which 
the Indian offiice of exchange is situated. 


Chap. 1.] 


PO rrMABTEIiS-OnKEBAL. 



POSfMASTERS-QENEUAL. 


[Chap. 1. 


? 8 ' 


58. Institution and defence of civil suits. — Tlie Postmaster- 
General should report for the orders of the Director-General when he pro- 
poses to institute a civil suit on behalf of the Post Office or when he re- 
ceives notice that a suit is to be brought against the Post Office. 

Exception.— Postmastexs-General need not submit reports regarding suits in con 
nection with the seciiiity bonds of postal servants. 

59. Professional letter-writers.— Where professional letter- 
writers are allowed to carry on their business on the post office premises, 
there will be a fixed scale of fees to be charged by them. Ordinarily not 
more than three pies should be the prescribed charge for any of the fol- 
J owing services : — 

[а) Addressing a letter. 

(б) xiddressing a postcard. 

(c) Addressing a parcel. 

(d) Filling in money order form, value-payable form, savings bank 

form, or any other postal form. 

(e) Writing a telegram. 

The Postmaster- General may, in exceptional cases, fix a higher fee 
than three pies for any of the above services ; hut when this is done the 
fact should be reported by him with a statement of his reasons for the 
information of the Director-General. The Postmaster-General may also, 
\vhen he considers it necessary, prescribe the fees to be charged by a 
professional letter-writer who is allowed to carry on his business on the 
premises of a post office, for writing a letter or drawing up a petition oi 
sealing an article intended for transmission by post, 

II. In the case of large offices, such as a presidency office (or the office 
at the head-quarters of the Postmaster-General) or its town sub-offices, the 
Postmaster-General may when he considers it advisable, lease out the 
right to use the post office premises for this purpose to a contractor, who 
may be required to pay for the privilege and execute a deed in guarantee 
that the work will be well done and at the rates fixed. It should be borne 
in mind that such a course should be adopted and is justifiable only when 
the interests of the public can be served, i,e,, when it is possible hereby to 
secure trustworthy writers who will do the work at least as well and at as 
low rates as other professional writers. 

III. Every povst office at which a professional letter-writer is allowed 
to carry on business on the premises will be supplied by the Postmaster- 
General with printed notices in English and the vernacular showing the 
fixed scale of fees. These notices should be pasted or hung in a promi- 
nent position near the place “where the professional writer sits. 

60. Contracts. — No important contract should be entered into or 
rc'newed by a Postmaster-General on behalf of the Secretary of State 
without first submitting the draft of the contract to the Director-General 
for approval and obtaining sanction to its execution. In the case, how- 
ever, of petty contracts for carrying mails, and specially when a standard 
form is followed with minor modifications, formal approval of the instru- 
ment to be executed is not necessary; but a copy of every contract for a 
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sum of Ib200 u month or more entered into should be sent to the Director- 
General’s office for record after execution as also copies of those contracts* 
below R200 which differ materially ftoiu the standard term. If a new 
form of contract or instrument is Inoiipthi into use for the first time in any 
circle, it must invariably be submitted tor the previous sanction of the 
Director-General. 

II. Copies of leases should not lie s mt to the Diteetoi^-Generars off co 
after execution, unle^'' they weie <^peei illy (billed f(U' when the rent 
sanctioned. 

61* Presidency oSlcCS. — H ie mle^ in the Head Office Iland-hook 
apply to })iesi(b‘»ic V' < in 1b<» same maioier as to otlnu* first class head 

< ffices, except vhere the lules aic modified under the arrangement 
described below : — 


{i\ Anv sp M*i d rwle or procedure for a presidency office, or the 
transfer from the Ihesidency postmaster to any other officer 
of the duties of checking the head office vsummary and verify- 
ing the cash balance, require the sanction of the Director- 
General. The Postmaster-General should submit his pio- 
posals in the followdng form : — 


Name* ol Dopailmonl — 
{T'f(r ^huii^d he a ^cjiarafG 
olue* far eae > depat 0* c nf) 


No. of rule 
aaceted. 


Modi^Vation (briefly stated) 
proposed bv^ Postiuister- 
GJcneial. 


Reasons (in 
biief) for the 
modi li cat ion 
proposed. 


(it) With the exception given in (/) above, the delegation to other 
officers of the duties assigned by the Manual rules to tlio 
Presidency postmaster may be sanctioned by fho Postmaster- 
General, a statement in the following form being at the 
same time submitted to the Director-General for informa- 
tion: — 


Name ot Deparimeat. | Nos. of the rules ot 1 Officers to vhom assigaod, 

I the ManwiK I 

62, Report on the doath. of European uncoyenanted 
ofideers. — The death in India of a European uncovenanted officer, 
employed in the Post Office, must be reported ns early as possible by the 
t^ostmasier-Genora] to the Director-General, in ihe form prescribed. 

Note — Tlio term ** European used in this lulo does not include any officer who comes 
under the definition as>his;ned by (Jovcmniout to the toim “ Native of India.” 

68. Postage stamps used by Native States.— All changes in, 
or additions to, postage stamps used by Native States should be reported 
by the Postmaster-General to the Director-General, so far as the Native 
States connected wuih his circle are concerned; and in the case of a new 
issue of postage stamps by a Native State, two hundred specimens of each 
kind should be sent with the report, and it should be stated in the report 
whether the stamps are of Indian, European, or other manufacture. 

II. Application for new issues of stamps should be made by the Post- 
master-General direct to the Native StaJe concerned and it should be said 
that tbey are required as specimens by the Director-^Seneral, who will,. 
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accordingly, be obliged if they can be supplied complimentarily ; at the 
same time, it should be added that if they cannot, for any reason, be 
supplied free they will be paid for at face value. In forwarding the 
stamps to the Director-Greneral, it should be mentioned whether they have 
been obtained free or on payment, and in the latfcer case, the cost should 
be treated as contingent expenditure. 

■ 64, MontMy statistics, — The Postmaster-General is required Ic 
furnish the Director-General every month with a statement, in the form 
prescribed, containing statistics of the money orders issued and paid, and 
the insured and value-payable articles and parcels posted, in his circh 
during the preceding month. The statistics should be compiled from thf 
statistical memoranda received from the head ofl&ces in the circle, and 
sliould be submitted to the Director-General so as to reach his office nol 
later than the end of the month after that to which the figures relate, 

65. Claeck against re-employment of Post Office servantg 
by whose default sums have been decreed against the 
Guarantee Fund, — When an official has been dismissed on account oi 
defalcations or losses decreed against the Post Office Guarantee Fund, thf 
Postmaster-General vviLl issue a circular stating the facts and pointing oui 
that the dismissed official must not he re-employed in the Department. 

66. Telegrams despatched on postal service, — The Tele- 
graph Chock Office wull send to the Head of the Circle concerned all drafi 
messages to which objection is taken on the ground of their having beer 
needlessly despatched, or because they relate to the private affairs of th( 
senders, or because they are diffusely worded, or on account of any othei 
patent irregularity. If the recovery of the cost of a message which referi 
to the private affairs of the sender, such as an application for leave 
transfer, promotion, or other personal matter, is ordered by the Heac 
of a Circle, the amount when recovered should be converted into postage 
stamps, which should be attached to the original message, before itf 
return to the Cheek Office. In cases where the telegram sent on th< 
official business oi the Post Oftice is judged to be irregular, e.g.^ as 
being unnecessary, or too diffusely wnrded or wrongly classed, etc., i: 
a fine is considered advisalde, it should be deducted ifrom the pay hi! 
in the usual manner. In such cases no recovery in postage stamps or 
the original form should be made. 

II. The insprTtion reports of supervising officers will show the resuli 
of the examination of copies of postal service telegrams despatched by tL( 
postmaster of ihe office inspected, and the Postmaster-General should pass 
such orders ns may be called for when dealing with the invspection reports, 

67. Begistered newspapers.— Eules providing for the registra- 
lion of newsnapers in the office of the Head of the Circle are contained ii 
the Postal Gvi^e. 

68. Prepayment of postage in cask on inland unregis 
tered packets posted in large numbers at presidency towns 

— In order to meet the convenience of firms which occasionally have a verj 
largo number of inland unregfstered packets to post at a presidency 
town, the Postmaster-General may make special arrangements to accepi 
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payiDCJot of postage io casli, subject to su<*l3 coiiclitioiis as to tlie tiuio, 
place, and luanner of posting, and tJic minimuiu oi packets to be 

posted, as lie luay consider it tiee(‘S'»ary to impose in eacli case. 

II. The fact that ])Osiage ha^s ht'cii prepaid in cash on such articles 
will be indicated by the impression on them, in rod or magenta ink, of 
the special stamp sui^plied to pres^ideney oflices for the purpose. 

69* Half-yearly enumeration report. — IJuiing the second 

week of the months of Jb^elonaiy and xlugust of each year, an emimeration 
is juade daily in ail jjost olfices of the number of articles of the letter 
mail given out for d<‘liverv to postmen, village ]>ostnieu, and from the 
window. A mouth ]a*evious to the ennmtU'afioii a <*ircular will ]>e issued 
by tlio Postina^tcr-(jl(Uieral warning all siiboidinates that the enu^nera- 
tion Jias to Ik* oj<ide on tin* pivseri]K‘d date^ ami iu(*uh*ating the necessity 
lor making it caulully. 

ir. As soon as possible after all the half-yearly enumeration returns 
of ]>ost olfices in the circle have been received by the Postuiasier-General, 
he sJiould submit a report to the Director-General on the result of the 
enumeration. The rej)ort should include a comparative abstract of the 
total number of articles of each class given out for delivery in the whole 
(‘irclo during the week in whieli the enumeration w'as taken and the 
corresponding week of the previous year; showing the increase or decrease 
in eacli case, with remarks explaining, wdienover possible, the increases 
or decreases. To the report should be appended tlio following returns : — 

{a) Separate statements for each Snperinteadent’s division, em- 
bodying the enumeration taken at all the head olfices in each 
division, the ligur(‘s for each head office being shown 
separately, and the totals for (^aeli head oflice being coin- 
paied with the totals for the corresponding week of the 
previous year. 

(&) Sc])arate stutonicnts for each Superintendent’s division, em- 
bodying the eiiuineratiou tek^'ii at all the suh and braneli 
olHces in each division, the figures for each sub and branch 
oflice being shown separately, and the totals for each sub and 
branch otfice being compared wdtli the totals for the corre- 
sponding week of the previous year. The names of the sub 
and branch offices under each head oilice should be grouped 
together, arranged in the order of the names in the classified 
portion of the Quarterly List* 

(c) A g(moral consolidated statement showing (1) the aggregate 

totals of (ho enumeration taken at all the head ofliccs in the 
circle, (2) the aggregate totals of the enumeration taken at 
all the sub and branch offices in the circle, and (3) the grand 
totals for all the offices (head, sub and branch) in the circle. 

(d) In the case of offices that have a daily delivery of 200 articles 

or upwards, and where the rise or fall on the figures of the 
previous year is not less *ihan 25 per cent., an explanatory 
memorandum showing the increase or decrease at each office. 
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Note. — ^First class Jxead offices (except presidency offices) situated in a Snpeiin- 
t^ndenfc’s division should he classed with the other head offices in the division. The 
figuies for piesidency offices should be given sepaiately. 

70. Half-yearly list of volunteers for field service.— A list, 
called tile “ Field Force list,” will be prepaied by tbe bead of each 
circle, containing tbe names of those wbo are willing to accompany Mili- 
tary Forces on active service, and wbo are physically and otherwise fit for 
such work. A supplementary list containing tbe names of postmasters 
whose maximum pay is B.200 and upward, Superintendents, and officers 
of higher rank who have volunteered for field service should be submitted 
to the Director-General’s office on the 15th April and 15th October of each 
year. The supplementary list for the Director-General’s office should 
Invariably contain a note to the effect that the list of volunteers prescribed 
in rule 1 of the Field Seroice Regulations — Postal, is complete and up to 
date. 

Note — For full information regarding the “Field Force list’* see sub-para. 2 of the 
Directoi-Geuoiars Standing Order No. 143, Appendix No. 20 in Volume V of the Manual, 

71. Submission of estimate shewing probable expend- 
iture on account of field 
post office arrangements. 
— As soon as information is re- 
ceived regarding the composi- 
tion of the force, for which a 
post office is required in the 
field, an approximate estimate 
of the probable expenditure 
under the marginally noted^ 
heads should be submitted for 
the Director-Generars in- 
formation by the officer responsible for the arrangements. 

72. Report on field postal arrangements.— A report should 
be submitted by the Hoad of the Circle to the Director-General on any 
field postal arrangements that may be under his charge, together with a 
sketch map showing the position of the field post offices established and 
their distances from the base office. 

II. When the field operations are finished in one year the report should 
be made as soon after their close as possible. If, however, they extend 
over more than one year, a separate report should be made at the end of 
each financial year apart from the report at the close of operations, so 
that the resulis can, if necessary, be incorporated in the Director-General’s 
annual administration report submitted to Government, 

73. Annual statement of cases relating to the fraudulent 
use, etc., of postage stamps. — ^The Postmaster-General must, as soon 
as possible after the close of the official year, submit to the Director- 
General a statement, in the prescribed form, showing details of the cases 
relating to the fraudulent use, e&c., of ordinary postage stamps (as dis- 
tinguished from service postage stamps) that were finally disposed of 


* (a) Preliminary charge & on account of cost 
of couceutration ard equipment, railway 
freight, travelling allowances, cost of touts and 
furniture, etc. 

(6) All fixed monthly charges for pay and 
field aUo\\anccs of supoivisiug staff and postal 
ostablishments. 

('') Monthly contingent charges (including tra- 
velling allowances). 

(d) Final charges for dispersing postal estab- 
lishments, returning tents and articles of fur- 
niture to store, etc. 
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(hiring tlio year {see Appendix No. 9 in VolvTne V pf the Manual),^ 
reference being made to any case wbicli was specially reported to the 
Director-General . 

II. A wsummary of tln^ cases concerning the fraudulent use, etc., of 
service postage stampvS which occurxod during the year should be prepared, 
ut the same time, in the form given below and submitted to the Director- 
General along with the statement prescribed in paragraph I above; — 


StittiNiarj/ of rases refafiinj f f the /rafnlalrut ifv* of rriee j)os*:afje stamps in 
the rh'dr for the f,r a r rtidiup JO 


KiJiabor 

of pro- 
Htouliou^. 

Num bt r 

of COJi- 
VK tlOlIb. 

N mil bor 
of «1L- 
qmtlal 

j N unber of e i in 
hu n Go\f‘»unn n+ 

’ official 

roncomod 

N uuibf r of ( a'.f's 

1 ill uliuh ynivato 
induiduaK \u*ie 

1 COUCMiiK^d 

Bi arAEKS. 




! 

1 




Dated Posimaster-Ocneral^ 

Tlio._ __ 5 

74, Annual return of establisliment. — The Postmaster* 
General will, each year, prepare tlie return of the establishment of his 
own ofiice, including the Dead Letter Office and stock depot in the mannei 
presciiljcd in rule 830 of Volume I, and forward it, in duplicate, to the 
(’irclc Audit Office not later than the I5th May. A copy o£ the return 
should ai the same time be submitted to the Director-General. 

Note — An inJput loi iho foinih “ Vnuiiul iotnin oi ostabluhnjtnit ” and ** T)etailcfi 
oLatoment to accompany aniiinl letnin o! e uiblishm ‘ut loqniied foi’ the mo of ihe cint 
hould be submitted to the Biiettor-General annually on the Ibt Januaiy. 

75. Annual report. — The Postmastor-Generul must every year 
.submit to the Director-General an annual report on the administration of 
his circle, wdth the prescribed AppondicCwS. Instructions for the pre- 
paration of the annual report are contained in Appendix A to this Hand* 
booh. 


Eeceipt and despatch of mails. 

76. Du© mail lists. — The duo mixii lists of despatches and receipts 
of head offices and of sub and branch offices in direct communication with 
the B, M. S.. are prepared by the Postmaster-General. They should 
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sliow in wliat cases mail lists are to be despatched and received witb loose 
bags and in what cases transit hags are to be used, and the due mail list 
of receipts should show in what cases closed bundles and surplus empty 
bags are due to be received. The despatch of a mail list with loose bags 
should be prescribed only in cases where the number of due mails for the 
despatch comprises more than one bag, or where an unusual mail may be 
included in the despatch. Plural transit bags should be prescribed when, 
as an ordinary circumstance, the bulk of the mail is more than a single 
transit bag of the prescribed size can contain. 

Note 1. — ^When any alteration, is to be made in a due mail list, effect should, except 
in urgent cases, he given to the change from the 1st of the^ next quarter. If the change 
involves extensive alterations in the due mail list, a revised due mail list should be 
supplied to the office concerned before the change comes into effect. If the change does 
not involve extensive alterations, a sorting older should be issued directing the head, sub 
or branch postmaster concerned to correct his office copy of the due mail list in accordance 
with the sorting older. 

Note 2. — ^Due mail lists and sorting orders intended for branch offices, the post- 
masters of which do not know English, should be translated into the proper vernacular. 
When a mail list is prescribed for use by such a branch office, the branch postmaster 
should also be supplied with a specimen form of mail list having the piinted entries of the 
standard English form translated in vernacular. 

77. Time bills. — The Postmaster-General must prescribe on what 
mail lines time bills are to be used. Time bills should ordinarily be 
prescribed £oi use only on long important mail lines, other than railway 
lines ; and they should not ordinarily be used between a head office and a 
town sub-office, or between a post office and the local railway station. 

II. The Postmaster-General may, when he considers it advisable, 
order the time bill for any particular mail line, or all the time bills used 
in a Superintendent’s division, to be sent each day by the terminal office 
to the Superintendent. 

78. System of occasional despatches. — ^The Postmaster- 
General may authorise any office situated on a line of railway over which 
mails may be despatched under the weighment system, to despatch its 
mails, when necessary, under the system of occasional despatches {see 
A'jipendix No, 6 in Volume V of the Manual), and the names of the 
offices to which such authority is given should be communicated to the 
Inspector-General, Pailway Mail Service and Sorting. Only large offices 
situaied at junction railway stations where there are no mail offices, 
should ordinarily be so authorised. 

79. Limit of weight of mails.— The weight to be carried by a 
letter mail runner should not ordinarily exceed 15 seers, and the weight 
to be carried by a separate parcel mail runner should not ordinarily ex- 
ceed 30 seers; but a lower limit may be prescribed by the Postmaster- 
General on lines which traverse hilly or difficult country, or where other 
circumstances render it impracticable for runners to travel with heavy 
loads, or in the case of letter mails, when the speed of the mail is of 
importance. 

80. Sorting list.— The let^.er mail sorting list for head offices and 
for sub and branch offices in direct communication with the E. M. S. 
is prepared by the Postmaster-General. It should show in what cases 



POSTM MSTEIiS^GENBRAL. 


Chap. 1.] 


*35 


mail bags and in what (‘uses closed bundles are to be made up, and in w£at 
cases surplus empty Ijags are to be enclosed in tbe mail bags despatched. 
Wiien the avt^rage uumlxT of unrt^gistcTed articles for despalcli daily 
from one post oifiee to another is fifty or more, but less than one hundred, 
tli(‘ Postniastor-tJeneral slumld order their direct trausiuission in a closed 
bundle. When the average is one hundred or more, the preparation' of a 
mail bag should be pre'^^crlbod, exciu>t %\here a vrell-eq nipped section of 
tln^ llaihsay Mail Herviee inteiveues. in \\lueh ease mail bags should not 
ordinarily be excliangiMl between post oHlces, though closed bundles should 
he exchanged, jf the average* is not less than fifty. Th<| Postmaster- 
(lOiieral mav, howevtu*, when he considers it ner^essary, authorise the ex- 
<‘hange of direct mail bags or closed bundles between post offices irres- 
pective of tlie average number of articles; and direct bags should be 
pr<‘scrihcd in all coses in which il is desirable to curiail r(*sorved sortiog 
uicommodation 1)y railway. Where the llaihvay Mail Service is con- 
cern<‘d, the Jiis[K*ctor-GeDeral, Hailway Mail Service and Sorting, may 
also, \vith the concurrence of the Postmaster-General, authorise the 
eseliaiige of direct mail bags or closed bundlewS, irrespective of the 
, N'crage number of articles. 


IT. Changes affecting the sorting and due mail lists of the Pailway 
Mail Service should not he made without the concurrence of the Inspector- 
General, llailway Mail Service and Sorting, the reasons for the proposed 
changes being given and statistics furnished as far as possible in order 
that the matter may bo properly dealt with. In special cases of real 
urgency the local Superintendent of the Bailway Mail Service may be 
instructed direct to carry out the changes in anticipation of the orders 
of the Inspector-General, copies of the correspondence being sent to the 
latter officer at the same time. 


Note. — Sorfini; list q^iestiom aie mattois for fair discussion between Heads of Circles 
Old the Inspettoi'CSeneiMl, R«nil\vay jUaii Service and Sorting. Reference may bo made to 
the Dir ectoi*Oen oral whore, fnr any special reason, agmnneni cannot be aivived at. 

III. Every office ■which makes up a mail bag or closed bundle for 
another office should invariably receive a mail bag or closed bundle from 
that office in return. Also, whenever praciicable, the number of due 
mails exchanged between two offices should he the same; and when this 
cannot be done, the sorting livst should show in what mail bags the surplus 
empty bags should be returned. Plural mail hags should be prescribed 
when, as an ordinarg circamstanccy the hulk of tlxe mail is more than a 
single mail hag of the prescribed size can contain. In the case of an 
office which receives two mail hags (one station and one sorting) from the 
Bailway Mail Service, two wsorting mail hags should he prescribed in 
return (one to contain beat articles and the other beyond-heat articles) if 
a section is concerned; or if a mail office is concerned, one sorting mail 
hag should he prescribed in return, which should contain the surplus 
empty bag. 

IV. Whenever only one mail bag^^is made up for a section, two 
separate bundles of unregistered articles should be *pregcribed, one to 
contain heat articles and the other heyoni-heat articles. 
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'' Note 1. — ^When any alteration is to be made in a sorting list, e:ffect should, except in 
urgent cases, be given to the change from the 1st of the next c^uarter. If the change 
involves extensive alterations in the sorting list, a revised soiting list should be supplied 
by the Postmaster-General before it comes into force. If the change does not involve 
extensive alterations, the Postmaster-General should issue a sorting order diiecting the 
head, sub or branch postmaster concerned to correct his office copy of the sorting list in 
accordance with the sorting order. 

Note 2. — Sorting lists and sorting orders intended for branch offices the postmasteis 
of which do not know English, should be translated in the proper vernacular. 

81. Packet bags. — Tte Postmaster-General must prescribe in wbat 
cases heavy packets are to be despatched in packet bags with the parcel 
mail. Whenever heavy packets, registered and unregistered, will not 
delay the transit of the letter mail they should be sent as part of the letter 
mail and be dealt with like other packets. When, however, ^ a different 
mode or means of transit has been arranged for the parcel mail from that 
adopted for the letter mail, e.g., when there is a separate set of runners 
for the parcel mail, or when the letter mail is sent by road and the parcel 
mail by boat or steamer, it must be assumed that the arrangement has 
been adopted, because the transmission of heavy articles with the letter 
mail would delay it : and in such cases therefore, and in such cases only, 
heavy packets, registered and unregistered, should he sent with the parcel 
mail and not with the letter mail. 

II. Whenever, in accordance with this principle, heavy packets are ta 
travel with the parcel mail, packet bags must be prescribed for the heavy 
packets ; and the sorting list of the last sorting ofBce or section at or before 
the point from which the parcel mail travels by a mode or means of transit 
different from that of the letter mail and of the offices on the parcel mail 
line should contain instructions for the preparation of the packet bags. 

III. When a packet bag is to be made up by a sub-office which is 
supplied by the Superintendent with its sorting list, the Superintendent 
should be directed to include the necessary instructions in the sorting 
list. 

82. ^ Unusual bag account.— The Postmaster-General must pre- 
scribe in what cases post offices should keep unusual bag accounts with 
oilier post offices. A post office need not keep an unusual bag account 
with another post office unless unusual bags are frequently despatched 
fiom one io the other. 

83. Sizes of bags. — The Postmaster-General must prescribe the 
sizes of bags to be used by the head offices in his circle. 

84. Clearance of letter-boxes at railway stations. — ^Letter- 
boxes at railway stations where there are no mail offices will be cleared 
by mail peons or other officials. The Postmaster-General must decide in 
each case whether the contents of the letter-box cleared by the mail peon 
or other official are to be brought to the post office or handed to the Rail- 
way Mail Service for disposal. In every case in which the contents of a 
letter-box at a railway station, cleared by a mail peon or other official, ar^ 
required to be made over to the* Railway Mail Service, the Postmaster- 
General should be guided by the instructions contained in rule 247, 
Volume I (8th edition) and rule 173 of Volume II (7th edition). 
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DeliTery. 

85. Delivery agents. — Delivery v-ork will ordinarily be performed 
by postmen and village postmen, ii Ibis duty is entnisted by the Post- 
master-Creneral to a mail peon or packer or any other official in inferior 
seivice, it must be clearly undoi'stood that the performance of delivery 
vork does not give him any claim to be consideied in superior service. 

86. Exemptions in case of village postmen. — The Post- 
master-General may exempt any office (head, sub or branch) from pre- 
paring the monthly stateinenls ot the work done by village postmen, when 
he considers that the object gained is incommensurate with the extra 
labour involved. 

II. The Posliuaster-Genera] may also, uhen he considers it advisable, 
exempt a village postman, or all the village postmen employed within 
any specified aica, a divisimi or suh-division, from entering the 

names and addresses of paid unregistered articles of the letter mail in 
the4r registers. 

87. Delivery of unpaid articles.— The Postmaster-General 
may, w’hen he considers it desirable, authorise a second delivery of unpaid 
articles from a head office, provided there is real necessity for it and that 
it will not interfere with the expeditious delivery of paid letters. 

88. Delivery from the window of no-delivery sub- 
ofl&ces of insured articles exceeding Rs. 250 in vaUxe.— The 

Postmaster-General may authorise the delivery from the window of any 
no-delivery sub-ofiice of insured articles exceeding R250 in value in 
cases where this may he found to he necessary to prevent delays and to 
save the addressees from unnecessary inconvenience. 

89. Delivery from the window of no-delivery sub- 
offices of v.-p. registered articles exceeding Rs, 25 in value. 

— The Postmaster-General may authorise the delivery from the window of 
any no-delivery sub-office of value-payable registered articles exceeding 
R25 in value in cases where this may he found to he necessary in 
order to prevent delays and save the addressees from unnecessary incon- 
venience. 

90. Sub-afflees authorised to receive unpaid articles of 
the letter mail direct. — The Postmaster-General may authorise any 
sub-office in his circle io receive unpaid station articles of the letter mail 
•direct, i.e., without the intervention of the head office, in cases where 
unpaid articles would he subjected to great delay by going through the 
head office; hut such authority should he given to sub-offices as a rare 
exception. The names of sub-offices so authorised should he commu- 
nicated to the head office and the Superintendent. 

II. The Postmaster-General may also, in exceptional cases, authorise a 
sub-office to redirect unpaid articles of the letter mail direct to another 
sub-office which is under the same head^ office and with which it exchanges 
registered lists. 
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Deposit. 

91. Separation of articles placed in deposit. — In head o&ces^ 
where the large majority of the articles to be kept in deposit are unpaid 
vernacular articles^ it is ordinarily unnecessary that the deposit case 
should be furnished with alphabetically-labelled compartments. The 
Postmaster-General may accordingly direct that in the case of any such 
head office the alphabetical arrangement need not be adopted for articles 
of classes (/) and {g) mentioned under rule 324, Volume I (8th edition), 
and that the articles should merely be kept in daily bundles as prescribed 
in that rule. 

92. Relaxation of work in branch offices on Sundays 
and Post Office holidays. — ^When the Postmaster-General considers 
that the work of a bianch oifice sufficiently heavy to justify the l)ranch 
portfcmaster being ailordcd some relief on Sundays and Post Office holidays, 
be may autlioiise the vsanie relaxation of work on those days in the 
blanch office as is allowed hy the rules in the case of sub-offices. 

93. Use of deposit account by sub-offices. — The Postmaster- 
General may authorise any sub-office in his circle to use the form of deposit 
account. Ordinarily only the largei sub-offices should he so authorised. 

94. Sub-offices served direct by the Dead Letter Office.— 

The Postmaster-General may authorise any sub-office in his circle to deal 
direct with the Dead Letter Office. The names of the sub-offices so 
authorised should be communicated to the head office and the Superin- 
tendent. 


Registered articles. 

95. Us© of registered bags. — The Postmaster-General may 
authorise any sub-office in his circle to exchange a registered bag, instead 
of a registered bundle, with another sub-office; but ordinarily only sub- 
offices in which the sub-postmaster does not do the registration work 
should be so authorised. The Postmaster-General, may also, with the 
concuiTcnce of ihe Inspector-General, Railway Mail Service and Sorting, 
prescribe the use of regisiered bags between sub-offices and Railway Mail 
Service sections or mail offices, in any case in which not less than 10 
registered articles on the average are sent daily either from the sub-office 
to the Railway Mail Service or from the Railway Mail Service to the 
sub-office. 

II. Ordinarily a bag made of drill cloth, dyed yellow, is used as a 
registered hag, but in special cases the Postmaster-General may prescribe 
the use of a paper envelope, or covering, as a registered bag in lieu of the 
usual cloth bag. 

96. Use of registered envelopes.— The Postmaster-General 
may authorise any head office in his circle, which, on the average, sends 
five or more registered articles daily hy the same despatch to any post 
office with which it is not in direct mail communication by that despatch, 
to enclose the registered articles in'' a registered envelope addressed to the 
office of destination -and to despatch the envelope to the office. Railway 
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'ilail Service section or mail ofiico, to wliicli it sends ^ails for tlie office 
to wiiicli tlie envelope is addressed. 

97. Disposal of telegrams received by post oflces for 
transmission to telegraph offices. — TLe Postmaster-Grenera] must 
supply each first class head office, which is not a combined office, with a 
memorandum of instructions, showing the Telegraph office or officcw^ to 
w'hich it should transmit telegrams, and specifying by what despatches 
oi mails telegrams should l)e forNsarded^ aod \Nhether the telegraph 
envelopes should be sent in the usual way as rc'gistered letters or enclosed 
in a telegraph bag. 

Parcel mail articles. 

98. Parcel sorting list. — The ])arcei sorting list for head offices 
and for sub-ofiices in direct communication with the R. il. S. is prepared 
by the Postmaster-General. It should show to wliat offices or sections 
parcel mail articles may he sent direct, and the manner in which they 
should be despatched. Ordinarily direct parcel communication should 
nc»t*be prescribed between two head offices (unless no sorting office or 
section intervenes) or between a head office and a mail office or section 
(unless the section is the only one of the day working into or out of the 
h('ad office station) when the daily average number of articles for despatch 
to the particular head office, mail office, or section is less than four. 

II. As a general rule, the use of parcel hags should be ordered only in 
cases Avhere a post office ordinarily despatches many parcels, or where a 
se])arato establishment of parcel runners is entertained : and the use of 
a parcel hag muvsi never be prescribed wdtli a despatch Avhen a mail list 
does not accompany it. When the average number of parcel mail articles 
for despaicJi daily from one post office to another is five or more, a direct 
parcel bag vshould be ordered. 

Note. — See the Note to rule 80. 

99. Separate joiirnals for v.-p. unregistered articles. — 

Tne l^ostmastor-Goneral may prescribe the use, in largo head offices, of a 
s(‘])arate V. P, Journal for v.-p. unregistered articles. 

100. TJs© of parcel abstract by sub-ofllees. — The Postmaster- 
Genera] may authorise any sub-office in his circle to use the form of 
parcel abstract. When it is desirable that a sub-office should keep this 
form, the use of the registered abstract should also he prescribed, and the 
sub-office should not be required to keep the receipt register. 

101. Supply of postal service postage stamps to sub- 
Ofidees. — The Head of a Circle may authorise any sub-office at which 
inward foreign parcels are Uvsually or frequently received for delivery to 
keep a supply of postal service postage stamps. 

II. The names of sub-offices so authorised should be communicated by 
the Head of the Circle to their head offices, the divisional supervising 
officers, and the Circle Examiner. 

102. Printed slips for bead ofSice index of bearing parcel 
lists received. — The printed slips supplied to each head office to be 
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pasted to tlie lead oflGice index of bearing parcel lists received sbonld 
contain two columns beaded Despatching office'’ and “ Receiving 
office." The names of offices and sections from which bearing parcel 
lists may be received by the head office should be first printed in the 
column headed “ Despatching office," arranged in the alphabetical order 
of the names, the sections and mail offices of each Railway Mail Service 
division and the sets of each section or mail office being also arranged 
according to their serial numbers. The name of the head office should be 
printed in the column headed “ Receiving office " against the names of the 
despatching offices and sections, which should be bracketed together. The 
names of the offices and sections from which bearing parcel lists may be 
received by each sub-office under the head office should then be printed, 
the same arrangement being observed and the names of the sub-offices in 
the column headed “Receiving office" being entered in alphabetical 
order. 

II. Information should be given to the Circle Examiner of any change 
in a parcel sorting list which affects the printed slips supplied to a head 
office, and of any case in which a sub-office is tiansf erred from one head 
office to another, and also whenever a serious of numbered parcel lists is 
to be discontinued owing to the closing of an office or section or any other 
cause. When such changes become numerous, fresh slips should be 
printed and supplied to the head office and the Circle Examiner. 

Sub-account. 

103. Cash offices. — The Postmaster-General must inform the head 
office and the Superintendent what sub-offices are to be constituted cash 
offices, and fix the monthly limit up to which a sub-office may draw cash 
from its cash office direct, i.e., without reference to the head office, and 
apart from any general rules by which the cash office sends funds 
periodically to the sub-office. 

104. Sale of postal publications by sub-offices.— The Post- 
master-General may authorise any sub-office in his circle to be supplied 
direct by the stock depot with postal publications for sale to the public. 
The names of suh-ofiices so authorised should he communicated to the 
head office and the Superintendent. 

105. Closing of brancR office bags by sub-offices.— In the 

case of any sub-office in which the sub-postmaster is assisted by one or 
more clerks, and where sorting for branch offices has to be done by a clerk 
at night, the Postmaster-General may, if lie considers it necessary, pre- 
scribe that the following procedure should be observed by the sub-office in 
dealing with paid unregistered articles of the letter mail for the branch 
offices concerned : — 

(1) The branch office bag closed by the sub-postmaster should not 

contain any unregistered articles of the letter mail for 
the branch office, and it should be sealed with the special 
sub-account seal provided for the purpose. 

(2) The bag, after it has-been closed and sealed, should be made 

over; under receipt, to the sorting clerk, who should keep it 
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locked up iu a strong box till the time f&r tbe despatch of 
the mail, when it should be enclosed, together with all the 
paid unregistered articles for the branch office, in afiother 
bag, and this second bag should then bo sealed with the 
date seal of the office and despatched like an ordinary branch 
office bag. 


Bi'aHcbL offices. 

106. Casll chest for branch offices.— The Postmaster-General 
may order a cash chest to be supplied to any branch office in his circle. 
f.S'ee rule 324.) 

II. Although it is laid down in rule u24- that iu cases in which a safe 
or strong chest h.is not been supplied to a branch office, the branch post- 
master will nuike his own arrangements »)n his own rospomsibility for the 
custody’’ of cash and Taluablcs, it is not intended that the branch post- 
master’s responsibility should be strictly enforced in all cases of loss. 
There may be cases in which the loss was clearly due to causes OYer which 
tlic tr.nicb postmaster had no control and to which he had in no way con- 
tributed through n eg! ig('nec or cai-eles.sness, and it is iiocesarsy, there- 
fore, that discretion should be exercised in enforcing responsibility. If, 
however, ui any case it is proposed not to enfoj.ee tbe branch postmaster’s 
responsibility, the reasons should be fully given when tbe Director- 
General’s sanction is ap])lied for to write off tbe amount <»f the loss. 

107. Supply of Postal Guide to branch offices.- The Post- 
master-General may autliorise tbe supply of the Postal Guide to tho more 
important branch offices in his circle. As a general rule, a copy of the 
Postal Guide should be supplied for use to every branch office authorised 
to accept foreign parcels for despatch or to insure articles. 


Money orders. 

108. Books of m. O. receipts.— Books of m. o. receipts for use in 
bead offices are in four parts, each containing 500 receipts, tbe series of 
Nos. being continued from 1 to 2,000; and books of m. o. receipts for use 
in sub-offices are in two parts, each containing 500 receipts, tbe series of 
Nos. being continued from 1 to 1,000. 

II. Tbo Postmaster-General may, at the request of the Comptroller, 
multiply the nuruher of ])arts and increase the series of number as regards 
the books of m. o. receipts for any head or sub-office in bis circle. 

109. Money order sorting list.— The money order sorting list 
for head offices and for sub-offices in direct communication with the E. 
M. S. is prepared by the Postmaster-General. It should show in what 
cases money order envelopes are to be made up. As a general rule, direct 
money order envelopes should he exchanged between two offices when the 
daily average number of money orders for despatch is not less than six; 
but even when the number is less than -six, the Postmaster-General may, 
if he considers it advisable, prescribe the exchange of direct envelopes. 
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WheneYer direct bags are exchanged beWeen two post offices direct 
money order envelopes should also be prescribed. 

Note. — S ee note to rule 80 . 

UO. Money orders received in sorting. — The Postmaster- 
General may prescribe that money orders received in sorting should be 
entered in a separate page of the money order abstract and treated quite 
distinct from money orders issued by the office. It will be necessary to 
prescribe this procedure when it is inconvenient in any office to amal- 
gamate money orders received in sorting with those issued by the office, as 
for instance, when money orders received in sorting are sorted at night. 

II. The duties connected with money orders received in sorting may, 
specially when the work is done at night, be assigned to the registration 
clerk or any other clerk. 

III, Payment of money orders Tby postmen and village 
postilien. — All postmen are authorised to pay money orders. The 
Postmaster-General may authorise village postmen to pay money orders. 
As a general rule, no single postman is to be entrusted with more than 
RGOO at one time for the purpose of paying money orders, and no village 
postman with more than BlOO ; but the Postmaster-General is authorised 
to increase or reduce these limits where he considers it advisable to do so. 

II. Also, as a general rule, not more than B20 for a single payee is to 
be paid on one occasion through a village postman; but the Postmaster- 
General may raise this limit. 

III. In addition to the rules prescribing that money orders paid by a 
village postman or by a postman who serves a village outside a post-town, 
must, in every case, be attested by a wutness, the Postmaster-General may 
frame any special rules he may consider necessary with the view of 
securing evidence that such money orders are paid to the proper payees. 

112. Payment of void money orders. — When the period of 
currency of a money order in deposit is allowed to expire, the circum- 
stance will be reported to the Postmaster-General by the head office of 
payment ; and every case in which a money order is paid after its currency 
luis expired will be reported to the Postmaster-General by the Audit Office. 
The Postmaster-General should make every endeavour to reduce the 
number of such irregularities in his circle, as the occurrence of such 
irregularities embarrasses the reconciliation of the money order accounts 
by the Audit Office. 

113. Sale of Britisll postal orders. — ^The Postmaster-General 
may authorise any head or vsub-office in his circle to keep a stock of British 
postal orders for sale to the public. The names of the sub-offices to which 
such authority is given should be communicated to the head office and the 
Superintendent. 

II. Every head and sub-office in the circle which is not authorised to 
hold a stock of British postal orders for sale will be supplied by the Post- 
master-General with two specimen British postal orders, overprinted with 
the word specimen.^’ A reserve; stock of such specimen orders is kept in 
the office of the Postmaster-General and this stock should be replenished 
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liujii iiine to time, as may be necessary, by requisition on tbe office of the ^ 
Director-General. When a specimen order supplied to a head or jsub- 
oliice has l)een lost or mislaid and a requisition is received by ihe^ Post- 
master-General fur a fresh specimen oilier to iei)lace it, tlie requisition 
should be complied with, 

111. The Posiiiiasfcer-Geiieral is also empowered at any time to order 
a liead office to return its stock ol British postal ordt*rs to the Circle Audit 
Office, or u sub-office lo roluiu its stock io the Lead oilice. Jn all cases, 
however, in which any such \siihdiav^al ot the stock held by a head office 
may l>e contemplated, tL<‘ Postmaster-Generai ahould ascertain from the 
Circle Audit < dli(*e w hcUuu* h(‘ has any objection io uig*e, before coming to 
a final decision in i he mattei . 


Nocl. — llie PossLiiiai-Ui-Gomnal will piesuibe and iufoiiu the Cutlo Audit Olfiee 
io which hi fid it fjuhsitionh loi mitibii jjostal oidei* should l>e &ent by any head 

not autbuusc<l to keep a stock of such oxdeis. Tht* number oi buppiyiiig head ofbces 
should be limited iai i‘ » on^iNteiit with rea^oiiribh* expedition in meeting the demands 
of the ]mbUc;. 


Savings Banks. 

114. Accounts opened on behalf of minors. — When a person 
who wishes to open a savings bank account on behalf of a minor is not a 
relative of the minor, the postmaster w'ill send the Postmaster-General a 
form filled up by the applicant, giving particulars of his claim to bo 
(‘onsidered the minor’s guardian, together wdih any documents produced 
by him. If the Postmaster-General is satisfied that the claim Jias (leen 
ostablLshed, he should issue a certificate recognising the applicant as the 
guardian of the minor and send it to the head office concerned lor delivery 
to the applicant. The ceititicato should specify the conditions under 
vhich withdraAvals may be made from the account, f.r., whether without 
further reference to the Postmaster-General, irrevspective of the 
balance at credit of the account, or only when the balance is 
under K250. The Postmaster-General should be guided in issuing the 
orders permitting vithdraw\als by rule 41 of the Rules for the guidance of 
Jj( l)on}or,> in Fo,sf Office Sa rings Banls, 

115. Witlidrawals from minor’s accounts.— When a person 
otlier than the father or, if the father is dead, the mother, claims to 
withdraw iiionoy from an account o])eT)[ecl on lieluilf of a minor as 
l)omg the guardian of the minor, a form filled up by the applicant giving, 
particulars of his claim to be considered the minor’s guardian, and accom- 
panied by any documents produced by him, wdll be sent to the Postmaster- 
General, unless the withdrawn! may be permitted without reference to the 
Postmaster-General under a certificate issued at the time the account was 
opened {sec the preceding rnle). The Postmaster-General should be 
guided in issuing orders by rule 41 of the Rules for Depositors. 

116. Exemptiou from fee for duplicate pass-books.— If a 

depositor, who has applied for a duplicate savings bank pass-book, claims 
exemption from paying the fee of R1 on the ground that his book was lost 
or spoiled under circumstances over wffiioh he had no control, the Post- 
master-General is authorised to grant such exemption. * 
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II. A reiund of tlie fee for a duplicate of a lost pass-book should no't 
be given because the original pass-book is afterwards found. 

117. Closure of accounts without production of pass- 
books. — When the pass-book of an account which is to be closed is not 
forthcoming, the Postmaster-General has discretionary power, in cases 
where the balance at credit of the account does not exceed S2, to dispense 
with the issue of a duplicate pass-book and to authorise the closure of the 
account without the production of a pass-book. 

‘ 118. Opening and closing of public accounts under the 
orders of the Postmaster-General. — ^When an application to open 
a public account is received by the Postmaster-General, he should, before 
authorising the account, consult the Audit Office, in every case which he 
does not consider to be clearly and undoubtedly within the rules. 

II. The Postmaster-General is empowered to direct that a public 
account be closed should its object at any time be such that the account 
could not under the rules be opened as a public account. 

119. Intimation from Audit Oflace regarding closing of 
public accounts. — When the Audit Office considers that a public 
account should be closed owing to the fact that it was opened in con- 
travention of rule or for any other reason, it will communicate its reasons 
to the Postmaster-General before ordering the account to be closed. If 
the Posimastor-General concurs with the Audit Office, he should inform 
that office accordingly; if the Postmaster-General differs from the Audit 
Office, and the latter does not withdraw its objection, the case should be 
referred to the Director-General for orders. 

120. Withdrawals in excess of prescribed limit from 
public accounts, and regimental and other conjoint ac- 
counts. — Clause [k) of rule 42 of the Rules for Deyositors limiting to 
B)1,000 the amount of withdrawals without notice within a calendar 
month from the deposits at call in a public account is an absolute rule. 
If an application for exemption from giving the prescribed one month^s 
notice is received by the Postmaster-General, the applicant should be 
informed that the power of dispensing with the notice is not reserved to 
the Director-General, and that the request cannot, therefore, be complied 
with. 

II. In the case of regimental and other conjoint accounts, the Director- 
General is empowered by clause (e) of rule 44 of the Rules for Depositors 
to specially exempt Commanding Officers and other holders of such ac- 
counts from giving the month’s notice required for withdrawals from the 
deposits at call in excess of the limit of ^1,000 laid down in that rule, 
but no application for exemption should be submitted by the Postmaster- 
General for the special sanction of the Director-General unless the 
depositor has satisfactorily explained why the money is urgently required, 
and why the prescribed notice could not and cannot" be given. 

III. The six months’ notice of withdrawal, which is required to be 
given before a withdrawal can ue made from the deposits subject to such 
notice, cannot he .dispensed with in any case. 
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121 . Payment of deposit of deceased depositor or depo- 
sitor incapable of managing Ms affairs.— Applications fqr re-* 
payment ol savings hank deposits at credit of deceased depositors or 
(It^positors -wlio are incapacitated Xoi business will be submitted by post- 
masters for the oiders of iLe Po^tmaster-(ieneraI with a report (in the 
pj escribed iorinj accoiiipani(‘d by anv documents produced by tlie appli- 
cant in support of bis claim. 

II. In tbe case oL deeeas(*d depositors’ accounts, if iiie balance «t 
credit o£ the account on the date ot the depositor’ft death (inclusive ’ot 
iideresi uj) to that d^de) did not exet^ed the Postmaster-Genet al 

ill decide as to 11i<‘ ( luim ot the applicant. 

If the balame exceeded 111,000, and the application is not supported 
])y probate ol uill, leitcLS of admiiiisiraiion, or a certificate undei A( I 
\ Cl of l(S89, lln* applicaid should be loquhed to produce one or other ot 
these dociim^^nts. it lli<' a])pli('an1 seeks exemption fiom the production 
( » su( li c the J^>stmast<u*-Geneial should be guided in disposing 

1 Ihf applh at ion hr the iol lowing piinciplos : — 

fj) Oidinaiily the applicant should be told that payment can onl\ 
be made on the production of the legal proof of heirship oi 
representation which the rule requires. 

(2 1 No application should bo submitted to the Director-General 
recommending the exercise oC his dispensatory power, unlo-^'- 
a clear ca>se of haidship i'r (sstablished and unless it is a]s<j 
clear that no appreciable risk w^ill be involved by granting 
the exemption. 

When, how'ever, the 1)alanco in excess of 111,000 is that of 
cash deposit account opened on behalf of a deceased minor 
— ^the balance ol wdiich, excluding interest, cannot under the 
rules exceed 111,000 — a rccommendatiou for the exercise of 
the Diiector-GeneruFs discretionary power may be made 
even if the condition of hardship is not established. 

(•T1 In the case of claims l)y persons other than the widow or 
children of the depositor, the obligaiion to produce legal 
proof of heirship or representation can rarely, if over, be 
considered a hardship. 

^4) In the coso of claims bv the w idow or children of the depositor, 
the obligaiion to prroduce legal proof of heirship or repre- 
sontaiion involves no hardship unless the cost of obtaining 
such proof is great in proportion to the amount involved, 
and the heirs have very little property except the savings 
bank deposit. 

(5) When an application is submitted to the Director-General to 
exercise his discretionary power, it must be clearly showm 
in the report in what way and to what extent the production 
of legal proof of heirship or representation would cause 
hardship, 

ITT. When a decision has been arrive^ at, orders for repayment of the 
di‘posil, in the form given below, should be sent bv the ' Postmaster- 
General to the person to whom payment is to be made, and instructions 



POSTMASTEBli^GENEliAL. 


[Chap. 1. 


46 


should at the sauCe time he issued to the postmaster concerned. In the 
case of balances in excess of Esl^OOO, if it has been decided that the person 
to whom payment is to he made should he required to execute a bond of 
indemnity, a form of bond should also be sent by the Posimaster-Grenera] 
to the postmaster with such instructions as may be necessary, 

. I hereby authorise the payment to you of Enpces {hi and woids) 

only, being the balance, indii«?ive of inteiest, at credit of the Post Office Savings Bank 

account No. , standing in the name of the , on the date of 

death. 

2. The amount mentioned, together with interest which has since accrued on the 
account, ?.e., up to the close of last month, will be paid to you on your making application 
direct to the postmaster, . 

IV. When the Postmaster-General authorises the payment of a 
balance in excess of Scl,000 at credit of the account of a deceased depo- 
sitor, the evidence on which the claim is admitted, t.e., production of pro- 
bate, letters of administration, or a certificate under Act VII of 1889, 
should be specified, for the information of the Audit Office, in the order 
furnished to the postmaster. 

Note 1. — If a minor is entitled to money at credit of a deceased depositor’s account, 
the amount is payable only to the minoi's guardian. 

Note 2. — The payment of balances standing at the ciedit of accounts of deceased 
British soldiers and sepoys is governed by lules 815 and 816 of Vol. I (8th edition). 

Note 3. — A bond of indemnity (see paragraph ITT of this rule) must be stamped, but 
need not be registered, the stamp being provided by the person who executes tie bond. 

Note 4. — The fact that it would be troublesome or inconvenient to the claimant to 
obtain legal evidence or that ho would be put to the inconvenience and expense of a 
journey in order to procure it, is held not to constitute in itself hardship of the kind 
contemplated by rule 38 of the Rules for Depositors and recommendations should not, 
therefore, be made to the Director-General for the exercise of the discretionary power 
vested in him by that rule on this ground alone. 

Note 5. — In all cases in which exemption to obtain a succession certificate is claimed 
on the ground that the money at credit oi the deceased depositor is part of a joint Hindu 
family estate, and that the claimant, as the senior male survivor, succeeds by right of 
suivivoiship and not by inheiitance, Heads of Ciicles should consult the law officers of the 
Local Government unless the case is a clear one and satisfy themselves not only that the 
deceased depositor did actually belong to a joint Hindu family^ and that the claimant is 
the senior male survivor of such joint family, but that the deposit claimed actually formed 
part of the joint estate. 

122. Applications for withdrawal from depositors who 
have left India. — If a depositor who has left India sends his pass-book 
with a letter applying for the withdrawal of money from his account, the 
Postmaster-Generars orders are necessary before the withdrawal can be 
granted. The orders should specify the manner in which the remittance 
is to be made. If a money order exchange exists with the country in 
which the depositor is residing, the money should usually be remitted 
by money order, less money order commission. If the remittance is 
made in any other way, the actual cost of remittance should be deducted. 

123. Books of investment certijBlcates— Books of investment 
certifiicates will be furnished by the Director-General to the Postmaster- 
General for supply to head an4iSub offices. Investment certificates will 
be numbered in a general series for the circle, and the initial letter of the 
circle will be printed before the No. on each certificate. 
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II. The books should be issued io head and sul) oflice^ as they are 
required, and a record should be kept of fhc Nos. of the investment 
certificates supplied 1o each In^ad and sub office. Special care should bo 
taken of the books of investment certificates which remain in the Post- 
master-General’s oflSce. 


Accounts. 


124. Memo, of authorised balances —The Pobtmaster-GeiKn al 
should t^upply each head office with a memo,, in the prescribed form, 
showing — 

(Ij the autboiised minimum and maximum cash balances for the 
head office ; 

(2) the auiliorised inaxiiuum l)alaiie(>t5 for ])ostage stamps; and 
(}i) the amount sanctioned for the permanent advance for eontin- 
gtmcies. 

IJ . Tlie Postmaster-General will be guided in fixing the minimum and 
maximum cash balances by the principles laid down in rules 190 and 191. 
In fixing the maximum balances for postage stamps, it should be borne 
ill mind that, under rule 23 in Appendix No. 8 in Volume V of the 
Mdnualf a postinasier must keep a supply of ordinary postage stamps, 
for vsale to the public, sufiicient for the probable demands of one week 
and therefore the maximum should be equal to one week’s demand plus 
the demand for the period between two supplies. 

III. xi consolidated memo, in the presciibed form relating to all the 
head offices under a Superintendent’s contx'ol should bo supplied to the 
Superintendent; and when the authorised balances for a head office sub- 
ordinate to a Superintendent are revised, notice should be given to the 
Superintendent. 

125. Method of securing office safe. — The Postmaster-General 
most, in the case of first class head offices, prescribe the room of the office 
and the position and manner in which the office safe is to be secured. I! the 
safe opens from the top, it has been found that the best way of securing it is 
to fasten iron chains to the handles and vsecure the other ends of the chains 
round a log of wood which should be well tarred, or a heavy stone sunk in 
the ground some divstance below the safe. The safe itself should be sunk 
as deeply as possible consistently with its being opened. If the safe opens 
from the front it should be similarly sunk in the wall and fastened to a 
post sunk deeper still behind it. 

II. The Postmaster-General may authorise the supply of two safes to 
any head office which needs more than one safe, and also the supply of 
scales for weighing cash to any head office. When more than one safe is 
supplied to an office, the position and manner of securing each safe should 
be prescribed. 

126. Refunds. — Refunds of postage realised in excess on articles 
delivered may be made by a postmaster on his own authority. Refunds 
of postage on articles which have been ftaaliciously sent unpaid for the 
purpose of annoying the addressee, refunds in the cases specified in clause 
lY below, refunds to the public of charges or recoveries that have clearly 
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been made by mrstake and the refunds to the public referred to in rule 
449 may be authorised by the Postmaster-General. The sanction of the 
Director-General is required for all other refunds to the public. 


II. Refunds of fines may be sanctioned by the Postmaster-General. 
Other refunds to departmental officers may also be sanctioned by the 
Postmaster-General, but subject to the concurrence of the Circle Audit 
Office, 

III. Refunds of the returnable portion of subscriptions paid to the 
old Guarantee Fund prior to January 1883 {see rule 6^ A'p'pendix No, 13 
in Volume V of the Manual) may be authorised by the Comptroller, 
at the request of the Postmaster-General, but every case in which there is 
any doubt as to whether the refund should be granted should be reported 
by the Comptroller for the orders of the Director-General. 

IV. When an article posted for transmission to a foreign countiy 
cannot be forwarded owing to the infringement of some condition, and is 
returned to the sender, the Postmaster-General may, if an application for 
refund of postage is received, authorise the office of posting to make a 
refund to the sender. In the case of an unregistered article the refund 
should be for tho value of the stamps borne by the article, less the postage 
chargeable on it at inland rates. In the case of registered articles and 
l)arce]s, the Postmaster- General may authorise a refund of the entire 
charge paid, as any infringement of rules ought to have been detected at 
the time of posting, 

V. Every application for the refund of postage or other charges paid 
on an article should be accompanied by the original cover or wrapper. 

127. Funds placed at credit of siib-oflutoes at sub- 
treasuries. — The Postmavster-General must prescribe the period for 
which funds placed at credit of sub-offices at sub-treasuries should be 
made available by the head office. 

128. Advances of pay. — Advances of pay may be granted by the 
Postmasior-Geiicral to offic^u‘s under orders of transfer {see rule 485) 
under the rules in the Civil Service Regulations. The orders sanctioning 
the advances must bo sent to the head office concerned ; and in the orders 
tho head office by or fx^om which their pay will in future be drawn shotild 
be specified. 

129. Objection statements. — The Postmaster-General is expected 
to give the Audit Office every possible assistance by enforcing the prompt 
adjustment of outstandings, retrenchments, etc. 

II. It is not, of course, expected that the Postmaster-General should 
personally attend to every objection statement received from the Audit 
Office, but whenever any delay in the submission of due account returns 
or vouchei^s or any serious discrepancy in the accounts is separately 
reported to him by the Audit Office bv a letter or telegram, he should give 
the matter his personal attention and keep it under his personal notice 
until it has been finally disposed^of . 

130. Distribution and check of budget grants for fluc-^ 
tuating charges. — On receipt of the budget allotment of contingent 
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charges of the circle lor the year, u clisiributioa of the budget grants for 
C) ojffice furnituie, including repairs, and (2) oifice contmgt‘ncies and 
nii&rellaneoiis, should be nhide by the Head (d the (^iicle among the 
various divisions and independent po,"! ofhees (for local expenditure), the 
stock depot (separately lor local evpendituic and lor supplies irom the 
Aligaib Woik'^hopj, the Pc »-.t must ei -Genera I ofiice, and in the Bengal, 
Madras ami Bombay cbeb , the piesblency p(wt offices with their sub- 
ordinate offices. In deteniiining the amount oi the budget grant to be 
given to < a( li iihI <li\i'i*>ii, the ->i5i;e ‘ind impoiianee oi the offices 

and other relevant eii< umstunees and the actual e\])endituit‘ in previous 
yeais should he consideied. Xeees^arv nitinmtion of the grants made 
to divisions and inde])ou(b*!it post offices diould lu‘ given to the ofiicers 
con(*ern<Hl. 

II. All expconliiuie iiuuiied or sanctioned in the Postmaster- 
GeneraFs otlu e under any of the tollouine lour lieacN should immediately 
he eommnnfc aied to the manager, stock clepoi, for note in the separate 
stait meiiis kepi up by him (.see rule §83 ): — 

(7) Office furniture. — Local purchases and outlay. 

(‘L Office juirvfun fioni Aligarh. 

(o) Office contiuycnciu and 7nisceUanco7t,s. — Local purchases and 
outlay. 

(4) Office con I in gender' and Qtnseellaneovs. — Supplies from 
Aligarh. 

III. With regard to the budget allotments under the heads noted 
Uepairs or r mner-* huts. in the margin, which will bo comumnicated 
RupaJis oi PepaitijRiital separately i)y the Director-General, the total 

post othco hnihlm jiiant uiule^* jho paitic iilar head, the total amount 

oi wsanetious ac(*or‘ch‘d up to date, and the balance of the grant available 
should he noted in the offict* of ihe Postmaster-General on each proposal 
for expeiiditiu'e before it is submitted to the Postmaster-General, wlio 
ill thus ahvuv^ know the state of his giant and bo in a position to keep 
ithin tile budget allotment of his circle. 

IV. Whenever i1 appears from the contingent bills rc^ccivod that the 

CKpenditiire under any head is excessive 10 'any mateiial cxlcnt wuth 
3itereri((^ lo the siuniber of months that have ]K\ss('d, the Head of ihe 
(h'rcle Guiuld which (ffiiccrs have exceeded their allotments, and 

i ike soch action ms may be necessary to ensure that the total allotment 
ten* contingent expenditure is not exceeded. 

181. Clieck and eoiintorsignatur© of contingent bills.— 
Wheix the menu lily po>t office contingent bill is submitted to the Post- 
ma.ste3'-Genoia! for counterugnature, ho should have all ihe items checked 
bv the Circle Exaiuiuer with the vouchers and original orders s<Mnctioning 
the charges. The bill should then be countersigned by the Postmaster- 
General or, when he is absent on tour, by the senior gazetted officer 
attached to the office and vseni direct to the Audit Office, on or before the 
last day of the month following that to which it relates, wdth all vouchers 
for sums in excess of BlOO, all receipts for telegrams, trhvellmg allowance 
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menioranda, ceitifrcates in snppoit of charges under Article lOSO of the 
’Civil. Sei rice Regulations, 4th edition, the documents prescribed in rule 
9->9, Volume 1 (8tu) edition), in support of payments for compensation for 
the loss of, or damage to, insured or uninsured registered articles, and 
the vouchers on accouirt of payments, for telegraph express charges and 
late lees — u hatevei the amount may be. 

II. Vouchers for sums exceeding KIO but not exceeding RlOO, which 
are not sent with the monthly contingent bill to the Audit Office, should 
be cancelled by impressing them with the “ cancelled ” stamp so that 
they cannot be used again; they should then be kept on record in the 
Postmaster-General’s office for a period of three years, after which they 
should be destroyed. The vouchers for sums not exceeding RIO which 
are not sent to the Audit Office, should be destroyed after the bill has been 
countersigned. 

III. All the original orders sanctioning the charges should be can- 
celled by an impression of the “ cancelled ” stamp. 

Note 1. — In the case of the items referred to in the Exception under lule QSS'-of the 
Head Office Hand-hoolc, 8th edition, the order sanctioning the chaiges should be entered, 
as they are received, in the appropriate cohimn of the bill against the items to which 
they relate. The connteisignatuie of the bill should not, however, be delayed for want 
of any sanction. An item the sanction for which has not been received by the time the bill 
is leadv for counteisignatuio, may, at the discietion of the Postmastei Geneial, be passed 
or disallowed. 

Note 2 — In the case of bills submitted to Heads of Ciicles for articles supplied by 
the Ali^aih Workshop, the bills should be checked by careful compaiison with the copies 
of invoices and the rates charged should be sciutinised. I he bills should then be 
f 01 warded, after countoisignatuio, direct to the Audit Officer, who will make the necessary 
adjustments and issue payment orders to the Superintendent of the Workshop. 

182. Contingent bill of tbe Postmaster-G-enerars office — 

The contingent hill of the Postmaster-Gen era? s office is prepared in the 
form intended for the nse of controlling officers, and does not require 
count ersignatnre. It should he cashed on the last working day of the 
month to which it relates, hut a hill in the same form may also he prepared 
and cashed at any time during the month for the puipose of recouping the 
permanent advance. 

II. Whenever such a hill is prepared for encashment, the vouchers ±or 
sums exceeding S>10, the receipts for telegrams and the memoranda of 
travelling allowance, as well as certificates in support of charges for 
conveyance hire required under Article 1080 of the Cird Scvrice Regida- 
iion^y should ho attached to it. 

III. Every Touchei attached to a conlingenl hill should hear a pay- 
ment order signed hv the Postmaster-General or his Personal Assistant. 
Wlipe a simple receipt for a payment is obtained, it should he accom- 
panied hy a separate hill on which the payment order sliould appear, both 
hill and receipt being forwarded to the' Audit Office as the voucher in 
support of ihe charge. 

133. Compensation for loss of, or damage to, inland in- 
sured articles. — In dealing with claims for compensation for loss of, 
or damage to, insured articles, the Postmaster-Ooneral should he guided 
by the conditions governing the payment of compensation in such cases 
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ot i 10 '•eiidei io leiani tl.e eoiiipeioaiion juid to him, or io (alte d<‘H' er'- 

• 1 le teco\eie(l inules ami nuuiid ilie ninde ainomii paid .iS eouineri- 

a^ ion* •*■ 


>1 luH oveied piopeilv \t hieh i auuoi he retuiued to the Moid. '• tn di r 
(he piosnmus oi this mih , should he sold, niidu the odei-' oi i!ie Head 
»1 t H- { .10 o JO which the odiie Ol ])ostiiit!: h silmocd. No much of the 
pioM .ds . s do(^ not . M.ecd the loss sustained l.v Oo.eiaim ui n,,ai 1 |,e 
a emted v, (ondui-eii ii. llte eci (mills oi the i.ead ohm. hr nhieh the 
.(.mim ,s pa-d, m d t e I'ostm.isi, i-(!ci..a d mar mder lLa‘ il e 

.',r ’ V-'T' ' u “ i‘‘<-eipi, lo the sender o' tie 

11' Kd aai. le. 11. (e< [,e ale-pM'eeeds of any jonneivd ( o. mv 

I k .>t I? ‘"f- ' ‘ •' of I !• V. i-tr 

Ain ‘--‘Tlder el.'.cis io ..“inrn 

will l!n IT ^ J't'l'inuled i.v 11 v‘ sa.ider 



VOTH.-In My ra's m ^vhirli it h claimed by the (.oiider. .e cmiclerecl bv the Head 
hard and fassf i / *vvi 

ihm 



i any final action 


- n 
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IV. The same procedure should be followed whether or not a postal 
official is held responsible for ihe loss or daniage and required to make 
good the value of the insured article or anv of its contents. This should 
not affect the pajuaeiit of coiupensatiori to the sender, which should be 
made irrespective of any aciion taken against the official in fault. The 
amount (if any) made good by the official should be credited in the 
accounts of the office from which he draws his pay. 

XoTE L — The Postn'sastor'neiKvrf?] to the ie:--.? of. or clumaye to^, nn insured article 

is first reported should at once give notice to the office of posting of the article for com- 
mtmication to tlie sender. 

Note 2.“-Whc,n compejnsatioii is paid for the lo?.s of, or damage to, an insured letter 
or pmrcclj, the '|)aid E-hoiild \w troared ;is a cuiitingomt charges though the loss or 

damage may have been, caused by fne neglect or mis eon duct of an employe of the Post- 
Office" 

Note 3. — For special instraetions regarding the payment of compensation for loss of, 
or damage to,, insured articles addressed to. or received from, countries served by the' 
foreign nostj ,s’ee rule 135. 

134. Compensation for loss of, or damage to, inland un- 
insured articles. — All applications for compensation for loss of, or 
damage to, inlaiul regdslered articles should be submitted without delay 
to the Director-General, in whom the ])Ower of deciding whether com- 
pensation shall or shall not be granted is vested absolutelJ^ Full in- 
foniiation to enable the Direetor-Geiieral to pass orders on each claim 
should be reported either at the time of submission of the application, if' 
the facts are known, or as soon as possible after. It is important that 
such cases should be dealt with promptly. 

II. If the whole or any portion of the contents of a registered article' 
which had been lost be recovered after payment of compensation the- 
matter should be reported for the orders of the Director-General. 

Note. — For special iii^truetioui^ regarding the payment of compensation for loss of, 
or damage to, uninsured articles addressed to, or received from, countries served by the 
foreign post, ae rule 136. 

135. Compensation for loss of^ or damage to, articles of 
th© foreign post. — In all cases ill which registered articles or parcels 
excluinged between India and other countries ])y the foreign post are lost 
or damaged, ami compensation is pnvnbh?* under tlie rules, the question 
w'hether tlie compensation, or any part ot ii, should lie paid by the Indian 
•Ihisl (.Iffiee ntay be doeideu by Heads of Circles vrithout reference to the- 
Diroctor-General, eyreept in eases in, vhich iliere is any dispute between 
the In dm 11 Post (J.fhee and aiiy oiiior Postal Administration, in which 
enses ilm order.s of tlio Director-General should always be taken. In all 
eases^of loss, and in eases of damage to parcels jjo.^fed in India, the 
decision will rest witli the Head of th.e Circle to whom the office of 
exchange is sulmrdinatG. In eases of damage to parcels received for deli- 
^verij ill India, the decision will rest with tlic Head of the Circle in which 
the office of delivery is situated, who will communicate his decision and 
the reosops for it to the Head of the Circle to whom the office of exchange 
is subordinate. 

Note.— The payment of <3ompen??aiion in respect of imnred foreign parcels should he 
reported to the Director-General for information. 



POSTMASTEES-GENEUAl. 
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* * * 

136. Countersignature of travelling allowance bills. — 4 

pQstmaster-General is required to coTintersigii tlie travelling allowance 
bills of Superintendents and Inspectors in independent cliarge and tli€ 
memoranda of travelling allowance of first class postmasters in bis circle. 
When any retrencliment is made by the Postmaster-General tlie reasons 
sbould be explained to the officer concerned. Travelling allowance bills 
and memoranda slionld, after countersignature, be returned to the olEcerfi 
by whom they were prepared. Travelling allowance bills and memoranda 
.must be disposed of as early as possible, both in order to prevent incon- 
venience to the officer to wffiom the money is due and to expedite the 
audit work in the Circle Audit Office. 


Note. — The oriainnl order or duly attested extract therefrom sanctioning a Journey 
outside of an cifficer's jurisdiction should be attached to the travelling allowance bill in 
which charge is nifide for the journey. 

137. Transit memo. — A copy of the transit memo, will be received 
by the Postmaster-General from the postmaster of the head office to the 
jurisdiction of which an official under the immediate control of the Post- 
master-General is transferred. The memo, should be examined and the 
Joining time checked, and if the joining time has been exceeded or if any 
other error is found, the Postmaster-General should instruct the head 
postmaster how to adjust the matter and, if necessary, forvrard a copy 
of his instructions to the Deputy Comptroller. If no error is found, the 
■ copy of the memo, should be initialed and filed in his office. 


Postal Insurance Fund. 

138. Postal life insurance and monthly allowances.— The 

Postmaster-General should be guided by the rules in Affendix No, 17 
m Volume V of the Manual, in all matters connected with the Postal 
Insurance Fund. 

Stock. 

139. Books and forms treated as articles of stock.— The 

Postmaster-General may, when he considers it advisable, prescribe that 
.any book or form should be treated as an article of stock. Ordinarily 
the following should be so treated : — 

Book of m. o, receipts. 

Sub-office book of m. o. receipts. 

Branch office book of receipts. 

"\''illage postman’s book of receipts. 

Eegistered journal. 

T, m. o. advice book. 

Passes for reply prepaid messages. ' 

Books of runners’ appointment certificates. 

'I 

Note, — Savings bank pass-books are entered in a special register (S. B.-4). Books of; 

: reference should be entered in the stock book; see Explanation to rule 954 of Volume I ofi 
the Manual t 8th edition. ! 

140. narbels for bags.— Labels for bags may be printed on papCT,; 
•clotb, leather, or other material, and paper labels may be mounted, 0|i! 
cloth or on wooden blocks. The Postmaster-Oeneral must prescribe the! 
kinds of labels to be used by the offices in his circle. .Paper labels 

'for foreign mails should always be mounted on wooden blocks, ; 
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CONVEYAKCE OF MAILS. 


ItULE. ‘ • 

* 

220. Mail arrangements.* 

221. Speed of letter mails on main lines. 

222. Weight of letter mails. 

223. Hoad establishments. 

224. Parcel mails. 

225. Stages and runners’ huts. 

226. Branch lines. 

227. Cross mails. 


Hulk. 

228. Protection of mails in crossing livers, 

etc. 

229. Time statements, 

230. Detention to mails. 

231. conveyed by railway. 

232. Alails fonceyed under contract by mail 

( ait. 

233. Txitii caid^. 


CoERr:spoNDL.scri \nd orrirc work. 


234. ’ ImpoiiiiKO of executive control over 

loutme office work. 

235. Coi rcspondenco with branch offices. 

236. Cor rc^ pond en«.c to be brief and con 

dse, 

237. Correspondem e regisleis. 

238. Arranifeinent of coriespondence in 

Piles.” 

239. ‘‘ “ Case-Nos.” and “ Cate- 

inaiks.” 

240. Bispo'-dl of corie^pondenj e. 

241. Complaints made by tlie public. 

242. Hegisteis and slatonients of (om- 

plaints. 

243. Closing cases. 

244. Superintendent’s coirespoiideisco wIujI 

on tour. 


258. Authority of Supoiintondent in respect 

of stock. 

259. Supply of article ^ of stock. 

260. DispOi^al of indemts for niticles of 

htock. 

261. Disposal of requisitions. 


245. Superintendent t, cleiks. 

' 246. Diaiie^ 

i 247. Report on eases in which the improper 
] or fraudulent use, etc., of postage 

.stamps u detected. 

218. Annual leport. 

219. Subnib'-ion of returns. 

I 230. Returns uveived by Superintendent, 
j 251. Run< tuaiity in t.ubmission of returns, 
j 252. St.ittnm nt of budget allotments for con- 
! titigent thaiges. 

j 253, Duector-nem'i ell’s circulars. 

254. Postma terCemuars ciiiiilars. * 

255. Disj osal ot lecords. 

250. Anuiiai irurpeition of the Superin- 
‘ tiiidiuit’s office. 

1 237. Oidei Rook of Supennte]»dcnt*s office. 

OF STOCK. 

262. Aitiiles reipiiied by Superintendents 

and Inspectors. 

263. Supply of forms. 

264. Lottei -box(*s to be painted once a year. 

265. Lettei-box locks. 

266. Iron .-ufeh to be painted when neces- 

foiuy. 


Books, forms, akp .miticlk 


Sufi HIM J N dent' a work at iilmi-quvrtir'?. 


267. Ceiioial leintiiks. 

268. Supei\ision of post offici‘ at head 

qua iters. 

269. Ariangemeiits for delivery. 

270. Examination of deposit cat-e. 

271. Opening of station mails. 


j 272. b’lodng of mails fur d« ‘'patch. 

275 . Kxamiintiou uf sorting cl^‘ik. 

I 274. Sub ai want chqiaitTnent. 

275 . Dcpaitmculs that deal w’lh the public. 
1 276 . El I Ml* book 
1 277 . P<jtiu st<u\ uidei book. 


Tvsi^, 


278. Object of applying tests. 201. Test m forwaul ijostage. 

279. IVt cm unpaid postage credited by 282. Test on deli^eiy work "of jiostmcn. 

head offices. ' 203. Test uu cleaiauVe of letter-boxes. 

280. Test on unpaid })osfage credited by 284. Tc‘vt lotteu. 

sub-offices. 


Temufe AND Inspeotions. 


285. Touring season. 

286. Arrangement of tours. 

287. Periodical insiiectiqu of head offices.. 
2B8. Periodical verification of the balan<‘t's 

of head offices. 

289. Poriodical inspection of sub and 
branch officer. ^ 


I 290. Inspection of head offu es. 
i 291. lusf>enion of sub and branch offices. 

I 292. Tnsyeciion repents. 

293. Verification leport on the balances of 

hciid offices. 

294. Order book. 

295. Periodjc‘al inspection of mail lines. 
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CHAPTER 2. 

Superintendents of post offices. 

General Administration. 

146. Jurisdiction of Superintendents.— Kvt i y i)ofeial circle is 

apjxu-tioned into (li\i^ion^. Each division is the control ot a 

Supermteinleni, \\lio is iminediately snfxodiiiale to the Postinabter- 
General of the (*ire](‘ in v^hhdi he is employed. 

147. Powers of Superintendents.— The Siqan intendent is tlie 
elii(d ])Osial otlieer in the division, and all luspi^doi^*, postmasters, over- 
se(‘rs,* (d(Tks, and othcn' otiicials in the division are siihoidinate to hiia. 

powers ot a Superinfendent in respect of iippointmeiits, leave, and 
;»iin i'* t>iM< lit", an* deliie‘(l in eha[)t(‘is K, U and ID ot this lland-lxjok. 

Exception.— H ead otTuos of tlu* tirst class .nid thoii ehtahlifehmcnO-^ aio not subject 
to the contiol of Supci intendent h. The fw»htm.*i*tt*i.s of those offhos soo diiedly suboidi* 
nato to the Postnidfater-General and the establadiiuent" of tbosci (jffaes arc diic«tly 
subordinate to the po*stmdsterr^. When .i to\»n Aub oi bianch office is placed und» r 
the supervision of a first class postmaster, he will exercise {dl the functions of a Supt^r- 
intendent in ro^pott of that office. 

148. Powers of the Superintendent to sanction expendi- 
ture.- -A Suporiniondoni is authorised to sanction expenditure for the 
purchase or repaix ot artiedos of stock and generally all <*on1 indent ex- 
jxmditure, up to a limit ot RIO in eueh cane (.sar nde 262)^ subject to the 
restrictions imposed (d) by the bu<lf>*(d ^ranl for the year, eonunUBicated 
to him by the rostmast(U*~General, and (/>) liy the general rules w’hiVh 
make the I^ostmaster-Generars sanction necessary for various classes of 
eoutiuijenl charges. 

Non:, Supeimteiidout ib authorised, however, to snmthm all (heit^cp on count 
of railway freic'ht piovided the annual bncii?ct allotment f<jj’ contin^encit*s placed at hi» 
disposJ'l i's not c‘X( ceded. 

149. Relations witla first ejass head offices.— Although first 
cluvss head ofli<*es ai*t' not under the control of thc^ iSupcriiiiendent of the 
division, still, as the sub «and brunch offi<*(^s (imduding in some cases the 
t<nvn sub and bramdi officevs) in a<‘C{>UTit with them are subordinate to him, 
he is authorised to inspect , \vhen necessary, the books and aceoxmts of tbe 
fiub-aceouut department of any first class head office situated in hxB divi- 
sion. lie should also, as far as possible, both directly and through his 
Inspectors check the work of village j)o.stmen of first class head offices, 
and suggest to the jiostnmster and, if necessary, to the Postmaster- 
General, any changes that appear to him desii'able. He is further 
authorised and required to visit first clas» head offices for the purpose of 
inspect ing them and verifying their balances twice a year at intervals of 
^d)out six months. When acting under this rule, the Superintendent 
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}h‘ cjiK^lul dioi 1<> Jn\ aiitlioriiy by iniiieccs'^arily intorfering 

ith'tho 'Win k ot olhco or r£*iiH>\ iiig any <loriimojits. 

II. li Is 1li(* tluty ni ilie ])osimast<‘i to givo every f«K*ility for the 

Snpeii]ile!Mlent\ t ioit ,m<I \enih'atioii ol tlie aeeouais of the oltiee, 

TO no,(‘ no o(iioa \\hi<‘!i may inii ‘1 fen* with the SnpormteiKhait’s arrange- 

ont“.*al(* ilie oHice \\ithoul last ('on^altiiig tie* Superiiitendoiit, to 
[luUit'T l!s * Hitih riiilonch nW ]>!aiis for ini]*roviiig ihe postal systeoi of th^^ 
dirisbej, and io Tvorlc harmoniously uitli him foi tlio gouoia] good of 
i!*e n< iaoii..en^. At ilu* same iiiut* ihe Superiiittuidimi imist treat the 
posfntjstei \M‘ih (‘{juile'sV. 

No lie lua* ni4 tht UM»u I 'di iMhte il ot dorn^itiiK hy tlio fen]>t*iin- 

tdiid* at , < jiialUv to ,ili luMfl initloi hP jontiol. But tbo vsap( riiit lit 

Ol lu j» *o I t(k I u.*‘ \iil? (» p<dlnius\ id'istoi^ imd m’^iI book foi 

t' lie *1 u. On bt 1. n_ I a jt!i a*' Ikx k- ior in tho nn luvliib*. 

A Si’o Milt s l< *11 ^>1, > , i lU fuj s > or n ai \ <lof ain i + In tiiy lie.ii! wken Ik 

( 1 (U > if 1 t ^ SM Y to -»! M'l tin dtM (I. n nt in ( o *- ol 4niy (Obe or Tiaud or 

t* d tMnui. Ol toi «in,' otht . ptn i d e on In an^ sioh last* <« note must be mndo 

1 1 tlie ti<b \ hook sbo'\iii_ til * fb ( UM tuits n n <)\etl < ud t)i ibtte oi ieiiio\ai 

150. Strict adherence to rules. -The Super inteiident is not per- 

mitted to ifliioduee an\ inmnaiion or umko any ahei.nions in authorised 
lull's or ten ms. Wlub* seeing that every otfieia! nndet his control 
( ui i(s t ly ])♦! toniis th(‘duiieH a'^sigiud to him in tlie the Sn]>eriii- 

tendent mint not entrust him with any work or impose ou liim any 
ies]K)usil)iiity, (‘\( (‘p* as oi<l< led therein : noi may In*, on tin* other hand, 
lelieve him ot any share ot his piopt^r duties. 

IL The Superin lemb'iit is ]>iohib’led trcna ]>re^(*iibing the submission 
ol any period i(‘a I siaiemeut'^ beyond those* ord(*r(‘d In the Manual; but 
this luohibit'on doe^ not (‘xtend to nduins lecjiiiied during a limited 
period tm sopu^ <. puipose. 

I II. Tin* Sn}>eriatt‘iHh‘nt is {»bso1ut(*ly ]nohibited from issuing eiionlars 

t(^ iii^ '-iiboidimu 

151. Saperinteiadoni’s bead-quarters. — The Lead-ipmrters of 

e‘uh inU'inleiif vull bi h\e<l bv the Ihistniasim-tjleneral, and w’ill 

oidimnib' be at an impoibsiil eenha* station in #be div’^ion. 

If. Or(iin,oI!v Hi'* Siiperlntt'od ml*^ od^e >lion!d be in the post ufhee 
at Ins beati-ijuai iers ; but it tla*i‘is no room ii. the ]»od olfiee, and no other 
siiiiiib! * ]Miidie building i- a\ailel»l<‘, the ne<e'>ary ac'eommodatioii shoiihl 
be }(*ntt*d, sanelion being hr-'i obtained lloough the Postniasi'‘r-Geiieral. 
Every a];])! i<*at ion under 111 is luh* should be suppoited 1>y a letter from 
the K\e< miv^* Mngim*-r (iHilving 'bat no pufilie Imilding is available. 
AVlo'ii ^amdion ha^ onei* been a<*eord *<l it will he the duty of tin* Superin- 
tmidt*ni to .ipplv to ihe E\e(*uti\e Engineer in ilu' month of "Mai'cli of 
each year for a fn*sh ('eitifi(*ate and to foiwaid it to the postmaster at his 
h *.ul-(|uurt<‘rs to lu* attm he<l to tie* post oHiee establishment bill cashed 
in April, 

Ilf. lu e\*<*ry (*use in wdiiidi the Super! iiteiidenrs ofliee is accom- 
modated in hts ]>rivate residence, the Su]ier in tending or Executive Engi- 
neer' will be asked by the Postinasier-(l(‘m*ral to assess the rent to be 
paid for the ptrrtion of the building oecupii*d by the Superintendent’s 
oflj<*e, and tliereafter it will bc' the* dutv" of the Superintendent to report 
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1o tin* Pr»‘'tniastf*r-Gt‘iit*ral XNheucn'r lie changis liis 'ro'^ideuce from a 
Ijuildibg tlio j>roportiuiiaie imit loi which ha- Jts^e^s(*(l to aoothcr 

baihliiig*, in order that may ho jna<!e foi tiic to h* 

le-a^sc^^'iod, 

lr52. Maps of the division.- Kv(*ry Huj)ci intcmdoni Loop np 
a sketch map of his divi'-itm showing the pfisiiioii'^ ot the po^t office- an ^ 
mail lire-. The difKnciit (da^s<‘s of oiltcc^, — 

Ic*. d oriij sii ntoil at hcad-ijuarieis of disiru'ts 

other head oiflcc", 

snl)-oH»co«i, 

hi»*li aie Cadi OjIk'CS, 

.suh-oihci‘- -.iiualed at suh-treu-iury >lciioii^* 
ilia ij^ h olh< 

o i h <] on tin* map bv' s])c(ial -igos. Uivci-. and '.tteam- 

V hifiJ { ’ * < !(H>(d ])y mall lines shodUl be vshow n in ilie sk<d<di map, and 
t’ * [>l<oes w h<o e l)riclg<*s or ieii ies e\i-il should l)emails(‘d on it. 

JJ. Tim Superintimdent trill h<' .-uppli(‘d l>y tin* J^>stmasi(*i-Genej al 
t.hh a [)(»stal map of the cirrde and survey map*-^ of iJn^ dislricls in his 
divi^ioii, and ho should murk on the stirvoy maps the localities wlnu’o 
h‘ft(*r-bos:os are placed. All iluse iimjK tniid bv* kepi corri^ciecl up to 
date. 

KoTr. — TLe Hi i pa li ut ‘udon I ituj.st tfuce iKsiil tan <U iifaj;*- .siqd'ltt'd to Iiiio, 
i^i (a.s<* Ht (hmi.,e h > in<i.) ho held mspoiiMlae ior Iheb \»Jiie. A Hu|kniitoiHlont hi tahiai^ 
ovoi of a division should iiu{<* on Ibo <haiv'o u»poi’fc H‘rit tf> tno Pnstia<i>»tc*i (Jeiioi il 

the ot lo li. V h'i h tho mam tvoie Cniiid, 

153. Eegister of sanctioned establishments.— The Snpotiu- 
tiunlent luusl k(H*j) \ip a register ot saiirtionod establishments for his 
divi-ion, in the form I A ^‘-19 (c^] used for the same purjmse iu head 
ofln es. The Sup 'ri itembuit must b** candul to st‘e that this register is 
iv-']>1 {‘oneefed up to date, 

154. Character sheets. — The vSuperinieud<*m must himself keep 

np in Hie lut “scribed foini a character slieei of the Inspectors, ])ostmasieis, 
sub and bianch ])osimasteis, cloiks, probationers, OYei\^eeis, and mail 
giuuUs undm* hi i <oiit?o1. A sepaiate slieet should he assigned to each 
olii(inl, *oi(i tile slieids of all the oflicial*. should he kepi together in a 
separate hie in alphabeticnd order, with a nominal list. The character 
slnuds will as a continuous legister of the work and character of the 

sul)or<linab*s of the division, and of s])ecial cases of good service or mis- 
conduct, and the record mark of any case reftuTed to, or the order of the 
PosimasltT-General vshould be invariably (died. The character sheets 
must b(* kept coriected up to date* They should In^ treated as confidential 
and should remain in the personal custody of the Superintendent, and he 
handed by him to his successor w^hen lie relinquishes charge of liis divi- 
sion, When submitting liis diary for the last week of the year, tlie 
Su])erint(mdent should attach to it the :^ollowing certificate: — Certified 
tiiat the (diaraeter sheets prescribed by rule 154-1 t)f the Post Office 
MtuiuaL Yolunie III, are duly maintained and w^ritten up to date. 
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. II. The Snperixiteudeut bltoiild take eveiy opportunity of examining 
the character sheets niaiiiiuin(‘d by his lnspe(*tors and overseers to 
see that they are up to diiic aud properly filled in, and lie should note the 
it^sult of till'. (‘\ani illation in his diaiy. 

III. When an otiicdal is trausfeired or deputed for a period exceeding 
three months, iroin one division to another, the Sxipeiintendent from 
whose division he is transfeiTed or depiiled will forwmd confidentially, 
ill a postal ^(*rvieo registered cover, to the Ku 2 >ermien<leiit of the division 
to vJiicli the olii<*ial has been transferred, the character sheet maintained 
liy himself, the Jn^pecdor or o\e]*soer, as tlie ease may Ix^ 

lY. The Sujieriiilendeiit who reecdves a character sheet should at once 
enter it in his nominal list of eharmter sheets, and place it in his file, or 
ioiward it lor this pur])Ose to ih(‘ oiHcial on whom the duty of maintaining 
tk(^ character sh(‘et oi tiie transferred official devolves. 

Non Cli Aaf should <lh'w^h tx* ’♦'{){■ «ind Vvhen it ife iiecessaiy 

to s-ciid .1 < ihUiK tei sheet hy post tiom oik* pJet* .inothoi, it sliould alwayfa 1>G foiwaidod 
uufo[(h d hf‘t\\eoii tvvr) <aid boauLs. 

p 

155. Gradation list. — TUt^ Supm'intendent must himself keep up, 
111 the pn‘s<*rilHHl foim, a gradation lid of the Jiispetdors, postmasters, 
sub and bramh postmasters, ehu'ks, juobationers, overseers, and mail 
guards under his control, whose* pay does not exceed lilOO a month. The 
nimu‘S of the officials of eat'h tdass should be entered according to grade, 
one or more pages being left blank between each giade. The list wdiieh 
should have an alpbabcdieal index w'ill show tlie po-^itioii occupied by ilie 
subordinates of the division, and should be kept cmiecti'd up to date. It 
should remain in the jicrsoiial cudodv of the Huperintendeut, aud should 
be handed bv him to his successor wdien he gives over charge. \Yhen 
submitting Iiis <liary for the last w<*ek of the year the Su]>e>*intendeat 
should attach to it the following certificate: — (^U'tiiHMl that the grada- 
tion list pre'^cunhed hy rule loo-l of the Post Office Mamtaly Volume III, 
is duly maiMtaiiied and w rltt(‘ii up 1o datt*.” 

IL Tlit‘ Supeiimmideiit should take every opporiunlty of examining 
the gradation lists maintaimxl by his Inspecims, initialing the hook and 
imting the date ot exam inat ion in token ot it^ Ixfino' u]i to date and pro- 
p(udy tilled in. The Suptu'intendeiit should note the result of this 
examination in his diary. 

156. Memorandlim book. — The Ruperintendent should keep a 
rough meiiioraudum liook, in wdiiidi he should make noti^**! regarding any 
niattc‘rs concerning his division that are w'orthy of note, hut which w'ould 
not ordinarily he pla(*ed on official record. Xl] occurrences that come 
under th(' Ruporintendent\s notice, wdiich can he utilised subsequently 
for the ap 2 >H(*ation of idieek-i on the offices in his division or for the 
Annual Administratiou IJejiort, should also he noted in this book. The 
entries in the book must he made hv the Ruperintendent himself. The 
book should not be allow'ed to go into the office, and should be handed by 
the Rupermiendent to his successor when he relinquishes charge of his 
division. 

157. Knowledge of Post Ofidee rules.— It is the duty of a 
'Superintendent to instruct his subordinates in their duties, especially 
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* wlxeu any alus^ oi basiiu^ss i in <lei taken Ly ilie* Di'jnaiiHOiit or au’^ 
changMs in proeednio are intiodneod. He sliould al.^o qualified if" 
assume it^mporary cltarge of an im])<ni‘aut offlee in lii- diviMon in 

any sudden (‘inergeiicy, 

II. T^^o eopif*s of tile jfanuffi w ill he suppli<*d 1o e'e li 

vSu|)»‘i ini^‘ed(^nt . Oik* < o|>\ lo Ik regaidinl a*^ an oIIh e copy and Lent 
])ernni!ieiii jy in il.e o(1k<‘ ami ei tf rul in the oiiief* s^oek hook: ilu* oj 
to he iieaU‘(l • ^ a ])t i^onal eopy, ulihli ^1 ould he taken hy ilie f^upfuln- 
tejjd(‘X}i ulieij lie g' 0 <‘^ on tmir anrl ulieii In* is pernia nenily tiansferusi, 
hut iuu^f ]h‘ mode* ovio io Id'' h n* \\ hen he tak(‘S leavt* or is 

ti'uisf 4red to fill u teinpcuary vafnTiey, and lu' sent to 11 k‘ stork depot 
wln^n he i^dii o'- . 

158* Knoi^rlodse of Hev^uee liegulaiionH . — The Supevue 

teiidino n i!) i)^ supplied with a eo[>y of therV/v/ Stn/ct /^e//?/?oOVoos% with 
w'hieli 1 e should make himself thoroug^hly a(U[uaiide<l so as to he ah!<» 
corrertl^ to disjmso of applications for leave or pendoii, and claims toi 
trau'it pa> and tiavel ling ullow'ance. 

fl. The c(jpy of tlic (^'nnl Servier licijifldtion > supplied to a Superiu' 
tendeut to he regarded as an office copy and eritered in the office stoc'k 
hook. 

159. Knowledge of Penal and Criminal Procednre Coflen 
and of tlie Indian Mvidenve ief. — Tin* Superintendent wdll he 
supplied with copies of the Peml and CrimuHil J^iocedurc Codes and o[ 
the Indian Evidence Acl, with which he should make himself thoroughly 
acquainted, so as to he able to properly conduct invest igutioiiB and pro* 
secutions. He should ])ay spt*cial attention to tlio distinction behv(*en 
('Ogiii'-alde and uon-cognisahle ofiences. 

It. The copies of the Penal and Criminal Procedure Cades and of the 
huVuni Evidence Act sxippliod to a Suporintendent are to ho regarded a 4 
ofiice copii s and ent(H*ed in tJie office slock boob. 

160. Security furnished by postal officials.— The rules 

und u‘ which se< urity is be (aken from ]) 0 slal officials are contained in 
.\j>pemli\' Xo. i‘3 in Toluine T of the Manual, and should be carefully 
iudi<‘d l>v {h<‘ Superiidendent. 

161. Depart fiiental btlildings. — The yuperiutendeni wrill i)e 
tvs])on^d)]^* lhat u miey sanctiomd for the conslniction or repair of build- 
ings <hu>ailnein illy is expended 1o the h» si advantage. Ordinarily, 
wlH‘re tie* <*osi He w('ik exceeds !x3{), llu‘ 8u])eiinlcndent slmukl himsell 
giro Old 11 k* * onO‘nd, and arrange for the proper supervision of the w'orir. 
WHk'ii ilie cu‘'t do'^s iiof exceed U50, the Fnspi'clor may be entrusiod with 
those ‘u‘n*iig( m#*nts. The wdiole j'mouiil sanctioned should not ordinarih 
he advanced ai once, and the Supcmiiilondeni should arrange to have 
advances uisule in proper instalments. 

II, The date of commencement of the wwfc should be reported by the 
Superhitendent to the lh:)stmaster-Genoral ; and as soon as the work is com- 
phded, the Inspector wdll vsend the Superintendent the vouchers for tlic 
charges incurred and a completion certificate. In cases whore the com- 
pletion certificate is not signed by the Inspector, he will, whenever he can 
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I f iivciiU uU's <io niiiif tlu % oil ukI stud ihi ^iiociiutf licit nt 

^tpoit i'' to Aslic tlm tl ^ lx ni isl ic ioi i]\ c unip]( id llit coiuplc ticn 
( liihc di slionld ( itit ill 1 the woii ImsImi]! ]>io])tih exec itt d iiid 
oiii uii m ucoiiiii u del d <>± tlie txpiuditiiit ictudh 1 and 

mionn 1 k>i \ ioiie <1 t ( n \ lull tin wo k was < oinpU tod 

Jll 1 li Supuiut lid it liould '.cud M oiiipk tion icpoi^ to Heroi- 

fu si i fr H i I u ( ( top ij(dh\ the co i]>l< i loii ct itific dc ndt^cicpoit 
it Hi j »i Hi ih» 111 ]) <ioi Hid lui s u<l till \oiiclicjs to tlic iic id oftice 

h\ wbiclt tli ii ( u t \ IS ulciriccd Toi siibitiis^iou io ilic IV^uiiot i- 

11(1 * lili ^1 k 1101 hi (ouiini^cut ]>il1 picpucd lOi ilu 

ilif i(h uc 11 Supc iiitit 1 <I< lit ^hoald 5 \\Jitnt\fA uc c u con t- 

i cniK di o inii^'clt < auunc the woik iid (citit\ in c plet c ii 
i poll o i u l^l X( (oi \ exc c ilioii 

l\ 11 iul(s iclitiu^ io 1h) i Otlu bnildiiij^s w ilJ 1 e i i d u 
ij xndiv ^o I") )ii Volunic V ot iht llafuial 

162. Expired railway passes -llu Sup imtciident -^iumhl 

ollcc^ ill <\piiid laihv i\ p ISM s held his Mihoidin itc s itu daj <iftei 

the pluses cspiie Hid s( lid th lu \i oiu t with Ins own cxpiied pis^-^s to 

iho Fostio istii (jrdicial 

163. Memorandum of travelling allowance.— Tne mtmo- 

midniu ol tiisdliiii, Hownuc oi lU ])osttinstcis clcik, lud otlioi 
olhc ids unde i tlu eojiiiol oi the Supc i lutc iidc iit will he co'’mcti‘'igne(l 
1)-^ hiui Be ton ( oinite isi^mn^ i me luoi iiiduui the bupeiinttnderit 
>lioulcl sitisl\ ihit the did iiuc*. lu coiiecilv enteiid ind the. 

uiiouht i 1 nnitd c out f 11^ c dcul etc d, ud th ti the dates coriespond with 
il O'.e in the ( o]n otilu ( i iit^c jcuoit itt icln d io the ii ciuoi n duu) The 


lint iMgind me inoj uidum shou <1 he loiw iidcd io the litad ofhee 1)y 
^buhlht pn ot (In c^fniil s h wii inline c op\ ot i I c <h jepoit 
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164. Transit memo - 
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Ol \ 

i { 1 i ‘Ji! luci 

10 w 

ill 1 e i( cenccl 


1 \ 1 SI j nuit d i iion lu p s t r ilic lu id ohiio io the juits- 
d tn i t \ h h n i -^nii t i il i < i diiciil nude tin. i uol 
ilu Sup li i <i ! tiiist lud Ih 1 Cl u <'] o ihl i tx i iii 1 
i d the |o in ^ I n < 1 c ii 1 li t in )uuhi ^ ti u li s lu s.( ut 

i il lu oilnici Cl i 1 ! tin Snpc i luii mh i i hoi Id iiistiiic d 

i simi^tti low io t t i \ i lud li nc ( c > he sii )idd hinj; 

ih in lit ! to the lie tn ci li I)c]ud\ i ui ) tie Hi mu ^ und, 

tin <o])\ <d the met 10 n nild ht uit h 1 1 a ili Siijmjii id i rl tilc-d 
in las ollicc 

165. Statements of extra mail despatches u nts of 

iu\ (>iii in al di^^piit lies ta In id nd s ih cducs axupt hetween n 1st 
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n is^ li< u! oiiitt a lid it •> low 11 sii]> olhc r ->J 's\ ili ot lb S ipi 

tni^d 111 it 1 lu <11(1 ui ( icli nioiiili k < <niip luit il h\ tilt slid up il th< 

Mill hsts 111(1 3(C(i]>ts hr iTu ) lh( stale iiiiii tioubJ K 

(}H(l(fI (i(J '^i^iud b\ lh( SiuMin^ id t is (|iu(l]\ is po 1 d 

^bo lid tlK 11 lx toi \ ijdfd li )j < ^\ilh tli do( mix nis Ik i i ii 1 

i lie in 1(» t in lit id ol*i( ( s c oin e i in d 

166* Statements of ciiaiges incuiTed. for doUvery oi 
Mobilisation coveis by special messengers.- Winu "McdnL^ 

tnm HotuiN to iuiiv( selp is ou \ ( ( tnibni^h m d ]> oibe 

< (»inin mdjiii? uitut i< « nu ills S?i|k i iiitmdt in \ bos d]\ >iou*' ( ca 
<( mt inline llns< uolu s m n< ived roi d(h\n\ \ill lerti ( ii n th 
li s]x Kojs nioidldv si d( n < iii'^ ol < b s iin \\\\i d ])\ lx id ofi e ts t<i 1 hi 
tliau fust ^ll^s in <1 <db((s) nd siib liid blind oftn s foi dn d [}M^\ 
ol 'Moliilis ituin ( lists -ixe d imsse 111,(1 “> n ( ( inpiuifd 1 >\ tin 

Jin t tint Ills sbonld lx rlitcldl nid < ( iinle isit^ju d 1 a d t 
Supmnt idint nid di'-posfd ot m ac^coidunc wilb nili 1 \pi)(.Bdis 
^ 1 1 in A oluim V of llu Manual 

167. 3rainial correction slips.- lUicn ilu mbs n di P^f 
Minuud ae inodifitd oi ( intelUd oi wlun ndditiouil ntfs tt 
|) tsciilad lisls of (oiucljotis <inbod>in^ Ibc dimtiis oi iddilitmN v ill 
1) stjii to tlio Sapeiintendtnt Tlic Ritpi i nd (Midi iit diould is soon as be 
i<C(ii(s lln lists oi (OHCctioiis, liue Ibo slips dii out md pasted ni in 
( 0 ])us of tlir /^o f Uuuual sn]»p1i(d to li ui F icli sliji diould Ik 

(lit oft ninncdiitcH b(lo\i tip piinhd (utiv ol it-' inunbd and lx pi^i d 
ilou?> Hk iunci nia^iuofllu “|n<^( la nnst tin (ul cdudiKd Tid ^ 

(lose possible nea the iputidila pat oi llu mb litdicd Tlie 
Supdinidulcui sliould is sorni i ill tbe < mu eiioii si ips li iic liodi ] is ( d 
n tbt ro]M(s of tlic Po t Offirt Mu ual, lul i rdiifu ite lu 1h( -^oIIonv 
form to till Postm istd-G-euei il — 

T cciiii'^ lint til nilos in Ibe P ' Offi M n 1 Vilmie 
edition, supplied ti i e ln\ b u ( >ii (ft 1 n nd u a ih tlx 
list f ceuKclions dit d f Aid b nu n \ 

10 (S / 

' 10 fP s t n 


^ it i i[i t 11 ill n I ! Int d i i ^ fftt ( 

^ n I t i! c 1 1 ill tl ] { t 1 i 111 in ] I t upt 

168 Applications for mforniatio/i from Post Office 

records -V >|) 1 h iion l >1 niom idon lieun. Po t Oilie e leeoids sbou e^ 
odiiniih mi lx cf nnlied a nli ei d 1 tbe i])pli( ait is a iTOAdiinnif 
ofhcei lu sh iiild lx niiotiiud ilid unde i tin oidtis of ilu (bntmnu 
( i Irnld siuP iifennuiion < n onl'y be given on tbe application ot \ 

* P( III n f / fli ( \ inn i* f Indn Dfpaitiuri rf Pumti anil ni iir \ 

> ditnl th I t 0 toJ r PSff Ills Pa ll< n y tlio OrAoinoi P lui ii in Conn il 
xl ns (1 to tint i fliet wlxnt \ ii in ilu ojnmon of the Govei nmenfc oi JmUi oi <f Lo el 
( veamunt or AdHiirustintion it mij be iw'c.e suy to ^ m iny infoiiniixii tiom tit 
?o Olds oi nnv post oJfFi e^ in India sticli mtoimition fchill he ijrplmtion of i Serittm 
t tbe PrOAcrnment of Inin, or of a hecietiry to t*ue Locai emmont oi \dmjinsir itin i 
conenned be cpAca by the <hitf poslU mthonty to ■whom s ^ pensf offxc js unmedntely 
nboidinite 
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, Secretary to tlio. Governmeni or Administration concerned. Officers of 

tke Department render themselves liable to dismissal if they make public 
any information which they received officially or in the discharge of their 
duties. The Exceptions to rule 54 of the Post Office Manual, Volume I 
(8th ediiion), apply^ hovevcr, also to this rule. 

. Note. — la dealing uith oiclers of Conits as to the 'production of savings hank and 
momg order book's, it should be borne in mind that the pi eduction in Court of these books 
can only be oxdeied for special cause, and whether the oider should be opposed or not will 
ahnost nccestoaiily depend on the circumstances of each case. 

In dealing with oidcis of Couits for Qiantinq a yieluninaiy inspection of such hooks, 
a question of policy is to some extent involved. It is open to the Post Office under section 
t of Art XVIII of 1891, not only to show cause against the issue of the order, but also to 
ohei to produce the books themseUes in Comt in place of allowing the preliminary inspec- 
tion. This is, of comse, to give up the piotection of the Act, so tar as the convenience of 
the Post Office woik js concerned, but it may be desirable, in view of the importance of 
maintaining the confidence oi the public, to ohei to pioduce our books in piefeience to 
allowing en inspection at small offices, wheie the manner of inspecting might not be kept 
under piopci contiol. (b'er juhs and oj. Volume / (Sfh edition), 53 ana 53, Volume 1 1 
ilfh edition), and hi and 82 of for lliamh Post Offiep<s, Pan I.) 


Control of work in post oflces. 

169. Distribution of work in head oflaces. — If a re-distribu- 
tiou of work in any bead office subordinate to tlie Superintendent is 
rendered desirable, owing to changes in the establishment of the office, or 
lor any other reason, the Superintendent should submit a proposal for 
the necessary alteration, stating his reasons. 

II. When the Superintendent is deputed by the Postmaster-General to 
an office to work out the sj’stcm under which its hours of business may be 
extended, he should bo guided by the instructions in Aj)pendix No. 16 
iu Volume V of the MamiaL 

1*70. Distribution of work in sub-offlees. — The Superin- 
t^ndeut must furnish a luoiiioiaiidum ol disirilmtion of work, in the pre- 
scribed form, to every sub-office where one or more clerks are employed in 
addition to the sub-postnaasler. Copies of these memoranda should be 
tiled in the Superintendent's office. When the hours of business of a sub- 
office are to be cxi ended, the distrilniiion of voik may bo so arranged that 
ihe sub-post master or a olcu'k vill, in nddiliun to the duties specially 
as^^igiied to liim, be reciuircd to perform duTin<> coitain hours of the day 
anv otlmr woik in ihe office : and ilie Buperintendeiit should be guided in 
disiiibuibig ihe ^^ork by the iiisiiueiion-> in Appendix No. IG in Volume 
V of tl'c 31<jnual, fo far as they apply to the case of a sub-office. In 
eases ^vhelo an official, othiT than the sub-postmaster, is required to hold 
charge of the office during certain hours of ihe day. the Superintendent 
must speciCv in deiail in the momor,indnui how the duties assigned to 
the sub-posiniasier personally by the rules in the Svh-Offiec Hainl-hooh 
are io ]>e peiform<‘d uhilst he is not in charge of the office. 

Notf 1. — In sub-effiecs wh"'io moio 'Inn une doik is cnpleved in acklition to the Mib- 
postmaster, the JSnpeiintendcnl .^houUl jp <*ity, in the memor indum of rlist iibaMon o£ woik, 
the clerk ^eloded by him to be in joii^fc ( custody \^ith the gub pofttiorjibtor of the cash and 
valuables iii the offico. 

Note 2. — For offioos where a clerk is employed in addition to the sub-postmaster and 
in which it is noc ssaxy for tho sub-postmaster to open or close any bra.mh of the office 
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h,^y the reprihtration or paia-1 bi.inrb) m tho *ibt>erKO oi the rhM'k, the {Mipeiintendejit 
may piesrrihe that tho sub po^mastei tl ill keep, dining the ab n re, all or any 

of th » I < e\( opt tho bo< Olid ko> of th« i * h do, Tho miU | lotni i^tor v ill jn ^Uk h ca os 

be rosp insifolo tor the aitu los in dopovit to a li ht t.ai» ha\<‘ < u in tho < io,lv .d>a n« i 

171. Hours of business in head offices.— It ^ill the 
SuperintendiditV (lutv' io iiitonii ilu* Po-^int i >tt i-detieral oi any alteiations 
that inav appear flehh'ahle in llte iiDntos nf the lionis oi Jiusiiies'* supplied 
to head ottices subordinate to lim. 

JI. If any clianife in the 3iotiees of houi' ot hu'^iiiess Mipplled in a 
head ohiee, propo'>ed bv Ike postniU'jier, ah<n*U u sub-office or mail line, 
the pioposal will be s^nt to tlie Siiperintcmdent, ^\bo diould h^r^uird it fo 
the Postmaster-Goneia! itli any reiuarks In* may have in make. 

172. Houi's of business in sub and branch offices.— Tim 

Superintendent mu>t hx tlie hours of business tor eaeh ^ub and braiieli 
(»lhee in his dim^ion, and supply ouch vub-oitiee %tith t\^o notices (in 
Enpii^h aed TMna<*ular), — one slnming the iioui^ tor Ihe despatch and 
delivery of mails and tho other the hours £or the tnin‘ia(dion of business 
\'ith the ]ail)lLe. Piinted forms of the notices may be obtained from the 
Po?tina‘=;ter-Genora]’s office* in two sizes, tbe laigcu oue« to be athyed to 
the not h e-bourds of sub-office>, and the smaller one^ to be di'-ti ibtited to 
local re^iidcuits. Tbe noii<*es to be affixed to tbe notice-boards should be 
tilled up by ihe Superintendent and forwarded to tbe sub-oflicoR, care 
being taktui that the entries are legiblv written: and copies of the notices 
on the smaller forms should be filed in tho Super in I mi dent’s oifice. Blank 
copie« of tbe smaller forms should also, when necessary, be sent to the 
sub-offices, to be filled up by the sub-postm alters and eireiilaled. If any 
alimailn is made in the boru's of biisiness of any sub-office* the Superin- 
tendcnc should furnish the sub-po^^tniastor wdth a revis<‘d notice. 

IT. Instru(*tions regarding the hours of bu'-im^s'- for bramdi office** 
should be sent to tbe Inspector, who will, in accordance* vith the hours 
fixed by the Ruperinteudont, prepare the notices to be supplied to branch 
offices. 

Xorr — The lnrc;e-aizcl noti’cor lioadH *• Hotirfe of .aid (lc‘'pjiOh and delivery 

of rniiP and ** AKdiacfc of postal infoimation ** should hr funiMud only to the 
Mih-^gik v's a'»d fo the inora important branoJi offices in jharti^r of no];aihm*nthl po tma'^tcis 
(ithtr o}*i 0 -. '■honld he supplied with a pmaUer cjrnhincd noO \^hi^h u ly bt obtained 
tioiTi t h ' Pu tma'^tcr-neneral’s office, sho’viing' the hours of hu'^.intEs and thi** desp,ttk li and 
doli\t ly ri mail-. 

173. Relaxation of duties of postmen and Tillage post- 
men on Sundays and Post Office holidays.— Where there will 

no seiious iuconvenience to the public, the Sujierintendent may excuse 
postmen and village postmen attached to the post offices in his division 
from going on their beat.s to villages beyond the posidown on SuudaywS 
and Tost Office holidays. 

174. Due mail and sorting lists.— The Ruperinlendeut must 
prepare due mail lists of despatches, due mail lists of receipts, and sorting 
lists for every sub-office and for every branch office which is a sorting 
office, in his division, except those in direct oonimunicaiion with the 
Railway Mail Service^ which will be supplied with due mail and sorting 
lists hy'the Postmaster-General. The Superintendent should also prepare 
parcel and money order sorting lists for sub-offices in his division. 
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II. If any clxujage its lequired in the due mail or sorting lists supplied 
to a sub or branch office by the Superintendent, revised lists should be 
hirnished before the change comes into force; but in the case of a sorting 
li^t, if the change does not involve extensive alterations, the list supplied 
io the office should be called for and corrected under the Superintendent’s 
initials, and a levised list need not be prepared. 

III. The Supeiintendent should make no change affecting a sub or 
branch office in another division without the concurrence of the Superin- 
tendent of that division ; and if the change affects the due mail or sorting 
arrangcunents of a head office, previous notice must be given to the Post- 
ina.dor-Gcneral to enable him to revise the due mail or sorting lists of the 
head office. 

TV. In no rase is a Superintendent authorised to make any mail 
airangenients extending to anoiher circle or the Eailway Mail Service. 
Ir any such arrangements seems to him advisable, bo should submit his 
pioposal to the Postmaster-General under whom he is serving. 

V. The Superintendent must also prepare and supply a village sorting 
list to each head and sub office in his division, including first class head 
offices. The Inspector will supply village sorting lisis to branch offices. 

VI. The Superintendent should be guided in preparing due mail and 
sorting lists by the instructions contained in rules 76, 80, 98, and 109. 

Note. — If any cliange in the due mail or sorting lists supplied to a head office proposed 
by the postmaster, affei tj a sub or branch office or mail line, the proposal will be sent to 
the Superintendent, who should iorwaid it to the Po&tmaster-Geueial with any remarks 
ho may have to make. 

175. Importance of simplicity in sorting arrangements. 

— The necessity for simplifying the mail arrangements of his division 
must always bo kept iu view by the Superintendent, especially in the case 
of the minor post offices, where the sub-postmaster or clerk who has to sort 
articles for despatch has also other work to do. It should be borne in 
mind ihat the more siniple the sorting list the more easily it can be learnt, 
and th(" less danger tlmre will be of articles being missenfc. The constant 
alteration of sorUng lists is a fruitful source of mistakes : and therefore, 
unless some real advantage is to bo gained, it is not advisable to revise a 
sorting list. 

176. Sizes of bags *ased by sub-offices.— It is the duty of the 
Superintendent to fix the sizes of bags to be used between sub-offices. The 
bags to be used for the exchange of mails between two offices will be 
supplied only to the more important office. The Superintendent will 
therefore have nothing to do with fixing the sizes of bags exchanged 
between sub-offices and head offices, or between ‘^ub-offices and mail offices 
or sections; but if he observes that any such bags are not suitable in size, 
he should draw the Postmaster-Gonerars attention to the matter. The size 
of each bag to be used by each sub-office in exchanging mails with other 
sub-offices should be prescribed in a memorandum furnished to the sub- 
office concerned. 

Note. — If any chancre in the sires of baj^s nsecl by a bond office, proposed by the 
postmaster, affects a snb-office or mail line, the piopoeal will be sent to the Superintendent, 
who should forward it to the Postmaster-Gcneial with any remarks he may have to xnake. 
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177. Sorting sab-ofQ.cos. — Tlif‘ uullionsed to 

muke any sub-oifiee a soitin" suh-offu*<*. The oljj{‘ct oi a Maiiiig sub-office 
is to jeduce tlie uaiulur ot !h<‘il baij;-* and lliiis decrease the 

weight of mails and <^x|)editc iL ii vi ansmi-^^ioii. it is not; iiceessajiy that 
a soiling sub-oilice should be a Jaiu* Mib-oHict. Chcunistnnceb may 
render it advisable to mal.c o numl vv tri su^Jl ^-ub-ulhcos situated on the 
same mail liin* soriing siib-ohb e-. in ]* ‘>]ki 1 of on<‘ anotbio*. For example, 
if there arc six smidl sub-ofhee^. A, 11, (b 11, E, F, ^itualed on u runner's 
line in the interior ot e d;\bi<ui, iusie*ul (u J\ closing im» mail bags for 
B, C, 1), E, and F, it ivry wltii ulvantugo make up a combined mail bag 
for B, eoixiaining aKo nrli(‘Jes for the otlhr iuni (^ifice^^, and B and the 
others may follo^v ' siujiiai eoai h* in jeesud to iiu* olio es in advance. 

Non Tli*' !p n* ^ rK’ . t mry in n ^ i i ^ ' ue ith ofli e a boitin^ ofBi e 

'•n respoH of 'i’ ^ i^cl aili lo<!> oi fbo 

178. Hail communication between sub and brancli 

OflOlceS. — < lidiiunily there ^♦iil be a daily mail .-^tTvieo b^dween post offices 
situated olf the i ail way, but in the ease of veiy small sub-offices and 
braneb offices siiualed in wild and IhJnly populated parts of the country, 
i mail {;‘'r\ice once, twice or Ihioe a ve? Iw will often bo found suffi- 

cient. 

179. Disposal of telegrams received by post offices for 
transmission to telegrapli offices. — Th^ Superiniendent must 
su|>]dy cacdi oitiee under liis contrtd, ^ bieb is muhorised to book telegrams 
and which is not a conibin{*d caliccs with a meiuoi'andum of instructions, 
showing the telegraph office or ofht cs to w hich ii should transmit telegrams 
and specifying by what despatches of mails telegrams should be for- 
’warded, and whether the telegiaph envelopes should be sent in the usual 
^Yay as registered letters or enclosed iu a telegraph l)ag. 

180. Telegrams despatched on postal service.— The 
Suporintondent should, when inspecting a post office, call for and examine 
the copies of all telegrams despatched on postal service since his last 
inspection. Ifc vshould take note of all irr(*gularities, such as the un- 
nec<'S^arv despatch of telegrams, neglect to word telegrams as concisely 
cs povMl>l(s and to use the telegraphic message code wlnu'erer practicable, 
the d^»s]){d(‘h on postal service of messages relating to the private affairs 
of the senders, etc. He should impose suitable penalties on the officials 
in fault whom lu' has authority to punish. 

II. The Superintendent must bo careful to see that no telegrams are 
needle«^sly despaiclie<l on postal ^fcTTice from his owm office or by the 
Inspectors undt*r hi^ <*ontrol, and he should attend strictly to the instruc- 
tions contained in rule 6G, Volume I (8tli edition). 

181. Beats of village postmen. — It will he the Superintendent’s 
duty to arrange and prescribe the beats of the village postmen attached to 
each head and sub office in the division, including first class head offices. 
It will be the Invspector’s duty to arrange and jwsetibe the beats of the 
village postmen attached to braneb offices. The beats will bo indicated 
in the village sorting list supplied to each office under the Superin- 
tendoutks or Inspector’s signature, as the case may be> and each village 
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postmaBi should l)u lequired to make a copy of tlie village sorting list of the 
office to which he is attached, tor his own information and guidance. 

II. There are two systems under which village postmen's beats can be 
arranged, viz., (a) the fixed beat, and (6) the unfi.xed beat system. The 
Superintendent or Inspector who arranges the beats will decide which 
system should be follo-v^ ed in the case of each group of villages constituting 
a village postman's beat, 

182. Fixed beat ” system. — In the case of fixed beats, a map 
should be prepared in ^^hich the route to be followed by the village post- 
man should bo laid dovn, and to this the village postman must rigidly 
adhere. In the map the days of departure from, and return to, the post 
office, as also the days on ^hich each village in the beat should be visited 
and villages in which the village postman i^ allowed to halt, should be 
noted. !So discretion is given, and the prescribed visits must be paid on 
tbe days fixed, even though it be well known that there is no correspond- 
eiice for colled ion or delivery. The fixed beat sybtem is best adapted to 
populous localities, where there ia ordinarily some correspondencer for 
every village. 

183. Unfixed beat ” system. — In the case of unfixed beats, the 
village postman's visit in a particular village depends, not on a prescribed 
tour, but on whether ihere is correspondence for the village or not. The 
larger the coiTesponclence for any particular village, the more frequent 
will be the deliveries in that village. Part of a beat may be fixed " 
and part unfixed " ; and, in the case of a beat which is otherwise all 
unfixed, all villages with letler-l)oxes and any villages for which there 
are always letters for d( ‘livery should be treated as if they were in a ^ fixed 
boat^ as regards both ilie preparation of a route map and the duties 
of file village postman. 

184. Village sorting lists for bead and snb offices.— The 

village wsorting list supjdiod to a head office should show, first, the Nos. of 
the village postufon to vhopi articles are made over for delivery, and the 
nomes of the suI) and Ijranch offices for which bags are prepared, and, 
«ieeondly, the names of the villages vhich are served by each village 
postman and by e ich sub and bramh office. 

n. The village sorting list supplied to a sub-office should show, first, 
ib-- Nos. of the village p<r4men to vhom ariieles are made over for deli- 
%eiv, and the names of the branch offices for which bags are prepared, 
end socondlv, ifie names of the villages v^hich are served by each village 
postman and 1)raQch office. 

III. Tim beats of the village postmen should be indicated in the village 
sorting list, and i^ «ihonl(] ah') show i\i what villages letter-boxes are 
pbaeed and whieli Idler-boxes are provided with changeable 

plates. 

185. Half-yearly Tillage return.— TJie Half-yearly village re- 
turns submitted by the Inspector should be earofully studied by the 
Snporjiitendent, to see 'whethci^ihe work performed by each village post- 
m in justifies the existence of the appointment. The village returns 
should then be filed in the Rnperintendentbs office, as they will furnish 
useful information whenever an increase in the number of village postmen 
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is proposed or an jpplicatiou is iec*ei\ed Horn to open a 

office. 

186. Local delivery at small of&ces.— In the ca-e ot a small 
office^ where the amount of correspondence leceived for local delivery is 
nnimportant, it should ordinaiily be given to the village postman, and 
the locality in which the office is sitnaled will ihxis foim a portion of his 
beat. 

187. Letter-boxes in rural localities.— With a \iew to develop, 
ing correspondence and meeting the convenience ui the public, the 
Superintendent should ascertain in vhat Icralities (villages, factorie.-, 
tea-gardens, etc.) it is desirable to place letlei -boxes. The da3^s on which 
each letter-box is cleaied should be mra koil on it and notiiied to the 
residents in the neighbourhood, and ihe boxes ‘should be provided with 
movable plates showing the day when the next ch^aiunce will be made. 

Note. — ^T he Note to rule 220 apxilios abo to in wbidi ihan^Qis are made aifecting 

letter-boxes in inial localities. 

. 188. Monthly copies of sub-oJaBice accounts.— The monthly 
copies of sub-office accounts received by the Superintendent should be 
carefully scrutinised by him. They will show the Suj)»‘iintendent (1) 
whether in any case cash has been unnecessarily obtained or ii‘miited, f2) 
whether the cash including the amounts with village postmen and stamp 
balances held were outside the prescribed limits, and whether those limits 
need revision, and (3) whether the daily avevas'e amount of postage dtie 
on articles of the letter mail in deposit duxing the month was abnormally 
large. They will also give him a geneiul idea of the amount of work 
performed by each sub-office in ihe different brandies of po.?tal work, of 
the earnings and disbursements of each sul)-ofHce, ami of the efficiency of 
the delivery w^ork in respect of unpaid unregistered articles. The 
Superintendent should not, therefore, pass over the monthly copies of 
sub-office accouuts as uuimportaut, or treat them as mere routine doni- 
inents, but should give them careful attention, and make notes in his 
memorandum book of all m.atters that are likely to prove useful to Mm. 
The names of offices of wffiich the monthly copies of sub-office accounts 
have been examined should be noted each day iu the Siijierintendent^a 
diary. In the case of the accounts relating to the months of April, 
July, October and January, the Superintendent must be particularly 
careful to see that unnecessarily large amounts have not been drawn 
or obtained dtiriug the month by the sub-postmaster or retained as the 
opening balance. This will be necessary in order to chock any attempt 
on the part of a sub-postmaster io increase unduly the figures which are 
included in the annual statistical returns mentioned in rule 14. 

II. The following instructions will guide the Superintendent in ex- 
amining the monthly copies of sub-office accounts : — 

(1) The Superintendent should see whether there is any increase 
or falling of in the money order and savings bank business, 
and in case of a serious decline he may bo able fco a^fcertain 
the cause and possibly find a remedy. Any marked differ- 
ence under the head of money order and savings bank trans- 
actions between the figures exhibited in the sub-office 
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accouutb under examination and those for previous months 
should be enquired into if the cause is not known. A com- 
parison of the transactions of a sub-office with those of a 
previous period or of other sub-offices may suggest the ex- 
pediency of a change in the status of the office or a revision 
of the establishment. 

(2) A careful examination should be made by the Superintendent 

of the figures entered in the statements printed on the reverse 
of the monthly copy of the sub-office account. The state- 
ments referred to are — 

(а) Statement of unfaid articles of the letter mail returned 
undelivered to the head office, — ^The information con- 
tained in this statement may indicate whether the 
delivery work of the sub-office is performed satisfac- 
torily or not. When the percentage of unpaid articles 
returned or the number of articles refused appears to 
be excessive, the Superintendent should ascertain to 
what cause the excess is due. 

(б) Statistics of money orders issued and yaid^ and of 
insured and value-yayahle articles and ordinary 
parcels posted, — These statistics furnish information 
from which the Superintendent can ascertain whether 
the money order, insurance, value-payable, and parcel 
business of his sub-offices is increasing or not. 

(3) As sub-offices are required by rule to submit explanations in a 

prescribed form only when their cash balances are in excess 
of the authorised limits, the Superintendent should view 
with suspicion any case, whether the amount shown under 
the head of “ Stamps or “ PovStage due on articles in 
deposit is largely in excess of the maximum limit fixed for 
the purpose, or of daily average for the preceding month, as 
the case may be. He should also see whether the cash 
balance has been often exceeded and whether this is due to 
the balances being incorrectly fixed or to neglect of the 
rules regarding remittances. 

III. The Superintendent vshould bear in mind that the most importani 
purpose for which copies of sub-office accounts are submitted to him is 
to enable him, by a careful scrutiny of the various monetary transactions, 
io finance the sub-ofllces under his control, to keep down excessive 
balances, and generally to chock irregularities and possible fraud in regard 
to public money. 

IT. After the Superintendent has carefully examined each sub-office 
account, he should vrite on the back such remarks and orders as may be 
called for, and have them carried out, so far us they can he, hv his own 
office. The copies of sub-office accounts relating to offices vuthin the 
Inspector's powers of inspection should then be forwarded to him. It 
u’ll be the duty of the Inspector io take any action required on his part 
w the orders passed by the Superintendent : and as soon as each sub-office 
ccount has l)een finally disposed of by the lnsj)ector, he will return it Io 
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the Superintendent, after recording on it the vsteps taken hj him and aiiv 
further remarks he may liave to ofier. Tlie copies of suh-othce accbuiits 
should be tiled in the Super in tendent^s ohice tor future retf‘reiice when 
required, as they eoiibtantly ^viil ho tor (omparisou with su])-ofiice accounts 
lot subsequent months. 

189, Monthly abstracts of branch of&ce transactions.-- 
The monthly abstracts of hiaueli olHce transactions \\ hich u ill be recohed 
by the Superintendent through the Inspector, should be carefully ‘ex- 
amined by him with a view to see that the cash balam^es (including the 
amounts with village postmen) letained daring the month %\ere within th<* 

E rescribed limits, end that the balancO'> held iu stamps, and represented 
y the postage <liie on artioles in deposit, >yere not, on any day, largthj 
in excess of thc^ aulh*oiisod maximum balance for stamps, or ol the daily 
average amount of postage due on aitieles in dejmsit during the precediug 
month, as tlie (a^e may be. The abstiMcts slumld then he recorded in his 
office tor kituro reference in coimeetion with the fixing of minimum and 
maxiintim esush balances (see rule 192). 

190. Minimum cash balance,— The mmimnm cash balance of an 
odice is the least sum that it should ever he left wdth, /.c., tlie least sum 
that will enable the office to carry on its work until it can obtain funds 
from the treasury or sub-troasury, or from its head office, account offi<t , 
or cash office, or until its funds are likely to be replenished in the ordiim \ 
course by receipts from the public or from other offices. 

11. The minimum balance of an office %\hich ordinarily receives’^ nioie 

ihe sMo-notos to which is ai a 

paragra|,h«IIlanclIVof Uio treasury or sub-Ireasury station, or so situated 
next ruif‘. with respect to its head office, account office, or 

cash office, that it can speedily and safely obtain funds, can be fixed 
at a much lower sum than that of an office wffiich ordinarily pays^ aw'ay 
more than it receives and is so situated that it can only safely obtain fumls 
from its head office, account office, or cash office, once or twdee in a wret k. 

III. The minimum cesh balance of an office will ordinarily be o sum 
equal to the average daily payments multiplied by the numb^^r of days 
in which hinds can be obtained, ph(s a percentage of the average daily 
payments (if necessary), as a margin, — the amount of w'hich will depend 
upon the extent of the difference betw^een the receipts and payments, and 
other considerations. If, how’^ever, the receipts are largely in excess of 
the payments, only half the average daily payments should be taken into ac- 
count in calculating the minimum balance, and no margin needbeallowTd. 
If the payments are greater than the receipts but the receipts also are 
large, the latter should bo taken into account, and the minimum balance 
will be the excess of the average daily payments over the average daily 
receipts multiplied by the number of days m which funds can be obtah\e<b 
pins a percentage of the average daily payments. 

IV. As no demand can be made upon a branch oflico wiihout the prior 
knowledge of the account office, which is^ always in the position to remit 
to the branch office a sufficient sum to make its acttial balance enough to 
meet its liabilities, no minimum balance is, ordinarily, required to be 
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•fixed for a brancli office for tliat puipose, bat a branch office may be 
allowed to retain a small sum, not exceeding Ilf3, lor the purpose of 
giving change. In special cases^ however, w’heie money cannot safely 
be sent as speedily, or nearly as speedily, as the documents (money orders^ 
savings bank variants of payment, etc.) imposing the liability, it is 
necessary that a minimum balance should be fixed, and this should be done 
in the same way as for other offices. 

191. Maximum cash balance. — The maximum cash balance of 
the office is the highest sum that it should ever be allowed to have in its 
possession, including, in the case of a sub or bianch office, the balances 
with its village postmen. The object of fixing maximum cash balances 
for post offices is to avoid, as far as possible, the retention of unnecessarily 
laige sunib of inoney in thousands of scattered post offices by keeping the 
balances as low^ as possible consistently with the proper working of the 
offices. 


II. The maximum balance of an office at a treasury or sub-treasury 
station, or in rapid and safe communication w’ith its head office, account 
office, or cash office, can be fixed at a much lower figure than tlxat of an 
office which is isolated, and can only lelieve itself of its surplus cash by a 
weekly or fortnightly remittance to the head office, account office, or cash 
office. When the maximum cash balance of an office is being fixed, it 
should be consideied whether the arrangements for the security of the cash 
chest are sufficient, and whether the pay of the postmaster is adequate to 
his monetary responsibilities. 

III. In the case of an office which receives from the public, from its 

• Note -A ll lecoipts other f-tibordinate ofaces, and from other sources* 
■ ■ ' ■ more than it pays away, the maximum cash 

balance will, ordinarily, be the minimum cash 
balance pins the excess of receipts over dis- 
bursements during the period that ordinarily 
intervenes before the office can relieve itself of 
its surplus cash, that is, before the office can 
3 educe its balance to itwS minimum by a remit- 
tance to the treasmy, sub-treasury, head office, account office or ’cash office 
under the pioceduie prescribed for the paiticular office ; provided that the 
difterence between the maximum and minimum cash balances should in 
no case be less ibaii balf tbe mmimum cash balance. 


than sums obtain cd ior the 
e\pioss purpose of rrplonish- 
iti" the funds oi the of’ue 
should be tjk<n into ic count. 
Thus, in the cis<* of .i eish 
office, rtmitlanoos icceivcd 
from other sub-ofliets «hoald 
be included. 


IV. In the case of an office vhich pays awmy to the public, to its 
subordinate offices, and in other waysf more 
than it receives, the maximum cash balance w’ill 
he the minimum cash balance plus the amount 
by vhich the ilislmrsements of the office ordi- 
narily exceed its leceipts during the period that 
or(liuaril\ intervenes before the office can obtain 
funds, thai is, the period betw^een two drawings 
from ilie treasurv or sub-treasury, or two regular 
remiitances from the head office, account office, or cash office ; provided 
that the difference between the maximum and minimum cash balances 
should in no case be less than half the minimum cash balance. 


t Notr. — Ml disbursements 
other than m idc for th< 

express puipose of ihsposme 
of surjaus cash should bt 
tikcn into account. Thus, in 
the eiseot a essh oflice, rf- 
mittnnees to other f.iib-olficos 
should be inel tided. 
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192. Instructions for fixing minimum' *and maximum 
Casll balances. — When faxing the xninimmu and maximum casli 
balances of an office, the Postmaafer-Geiteral or tlie Superintendent, m 
the case may be, must Lave betore him iniormation on the following 
points ; — 

(1) Tlie average moiulily receipts and disbur'^ements. 

(2) The method prebcriLed loi m.tking and receiving remittanc«*i 

for the pmpo^e ul dibpo^ing oi surplus* cash or replenishing 
funds. 

(3) The period between two ordinaiy lemitiances aecoiding to the 

method fixed lor the oih(*e. 

(4) The time within which the ofiue can, ii necebsaiy, communi- 

cate s\ith the oHi<e whh*h supplies it with funds and obtain 
a sp« cial lemiitnnee. 


TI. The aionthly re< eipt^ and disbuiseiiients should be obtained in 
ihe following manner: — 

, {a) In ihe (a-e of a hrarl office. — Take the head office summary, 

and add together (1) the Kdcds of leeeipts, and (2) the totah 
of payments, for the month, after eveluding from tho«e totai^ 
(liawiiigs tiom, and remittances to, the tieasury, and such 
transfers of cash from or to otlicr head offices as ha\e been 
made for the purpose of replenishing the funds of the head 
office in question or of dispo«^ing ot its surplus collections. 
(b) In the case of a snb^offiee. — Take the copy ot the sub-office 
account, and add togtther (1) the monthly totals of all the 
columns under th(^ head of receipts and' (2j the monthly 
totals of the columns under the head of payments, with the 
exception of the totals of the ooluniiis showing the postatfe 

du(' on articles of the letter mail 

■*'NoTr, — If the siih-oft'ee 
1 i oh cc, remit! <nees 
trom 01 to other sub-of^icesi 
mu^t bo t ikea into ae( onnt. 


liead-offi(*e or other 


received for delivery and relumed 
undelivered, the drawings from, 
and remittances to, the treasury, 
and remittances from and to the 
sub-office's. 


Prom the figures showing the monthly receipts and clisbiiiscments thus 
airived at, deduct the total amounts, shown under the heads of 
^‘receipts” and payments lospedively, in the abstracts of the 
transactions of branch offices for the same month, after excluding from 
those amounts the postage due on articles of the letter mail received for 
delivery and returned tiiulel ivered, the direct drawings from, and remit- 
tances to, the treasury (if any), and remittances from and to the account 
office. To the balance of receipts add the total amount shown in the 
abstracts as remiUed to the account office, and to the balance of disburse- 
ments add the total amount shown in the abstracts as received from the 
account office. 


(c) In the case of a branch office . — Take the abstract of the trans- 
actions of the branch officse for the month, and note down the 
amounts shown under the heads of receipts and ** pay- 
ments,^’ after excluding from those amounts the postage 
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due o'll articles of the letter mail received for delivery and 
returned undelivered, the direct drawings from and remit- 
tances to, the treasury (if any), and remittances from and 
to the account office. 

Note. — It is intended that the calculation of the average receipts and disbursements^ 
for the purpose of this rule, should be based on the actual cash transactions of the office, 
and,* therefore, items such as payments on account of Land and Miscellaneous Revenue 
money orders, which are adjusted by book debit, should be excluded from the calculation. 

III. WitiL the data mentioned in paragraph I of this rule the prin- 
ciples stated in the two preceding rules can be applied, in ordinary cases,, 
without difficulty in fixing the minimum and maximum cash balances 
of any office. In special cases, however, where a suitable maximum 
cash balance cannot be fixed on those data, the Postmaster-General may 
fix the maximum cash balance on such data, and in such a way, as the 
circumstances of the case demand. For instance, in the case of an office 
the recci|^ts of wffiich are largely in excess of the payments, which makes 
its daily remittance to the treasury, head office, or cash office at noon, 
and where heavy postal collections are made after that hour, whilerthe 
payments are made chiefly in the morning, the average net receipts 
between the hour at which the remittance for the day is made and the 
close of the day would probably make a suitable maximum cash balance. 

IT. The following are a few examples of oi'dinarv cases: — 

I. Cases in wliicli tlia receipts are greater than the 

payments. 

Example A, 


Monthly. Daihi. 

K R* 

Average receipts , . , 900 30 

Average payments ... 450 15 


Method prebcribeil for making and r(?eei\ ing ) In mail bag, by railway and 
remittances. ) steamer. 

Period between oid'tnary remittinces . Two days. 

Time within which « special temittance can) ^ - -| 
be obtjiined m case of emergency. ^ ^ 

Here the payments average only E15 per day while the receipts are 
twice as groat, and in case of need monej- could' be obtained in a single 
day. The minimum balance should therefore, he fixed at Rfl5xl)-h 
(25% on 15) = E19, say 1120. 

The maximum balance should bo R20-f { (30 — 13) x 2] =:R30. 


Example B. 

Month! ih Dail^, 

B ‘ B 

A veratce receipts . , , 1,200 40 

Average vaymenls * . 900 30 


Method pi escribed for making and uH.eiving ) In mail hasr, bv mnneiV line 
remittances, * ) worked in the 'daytime. 

Period between t\^o ordinary remittancts , Four da\ 3 . 

Time within which a special romitranee can > ,« ^ 

be obtained in case of emergency. v 
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Here tlie payments average RyO per day wliile the* receipts are only 
slightly in excess of the payments, and in un emergency a special 
remittance could not be obtained in less than two days* The minimum 
balance should, therefore, be fixed at ItpiO x 2) + (00% on ^0) =R75. 

The maximum balance shonld R7o+ {( 10- 30) x 4} = IUl->. 


Example C. 

J/ uti Tjd i 

B li 

Avprac:*-* receipts . , * .*,eu> lOo 

Avcrim^i‘ payment'* . . . OOO 20 


Method pre.sciibefi for rnAliig iiid "et« ivin r ^ rn ^ 

^ remittances. * y‘‘ 

Period bet^\een t^^o ouVili.irv * S(‘\en di^ . 

Time withio ^\hich .1 spoet.il rcmitUuct t n# 

bo obtiiiicd ai cas( <tf eiuorgoucy. ) ^ ‘ 

Here the payments average only B20 per day while the receipts are 
five times as great, and in case oi: need a special remittance could be 
obtained in three days. The minimum balance, therefore, need not be 
more than S(J of 20) x 3 = B30. 

The Biaxinuira balance should be 1110+ {(100 — 1^0) x 7} =11190. 


Example D. 

MotitMy. Pdily. 

E it 

A\cracfe rrceii ts . . . 3,600 120 

Averaffe payments . . . 3,U00 100 


Method proscribed for rnaklii., and reciiving > In mail ba-', by rumiprs* Imo 
remittaucos, } vuirkod in the dayumc. 

Period between two ordinary romitt mets , Two days. 

Time within which a special remittance can ^ q , 
be obtained in case of emergency. i ^ 

Here the payments average RIOO per day, w^hile the receipts, which 
also are heavy, are only slightly in excess of the payments and, in case 
of need a special remittance could be obtained in one day. The mini- 
mum balance should, therefore, be R(100x 1) + (10% on !()<)) -^ RllO. 

The maximum balance, according to the formula proscribed in rule 
191 would then be Rll0 + (120 — 100) x2-=E150; but as it has been laid 
down that the difference between the maximum and minimum cash 
balances must not be less than half the minimum cash balance the maxi- 
mum balance should be fixed at R110+ =Hlb5. 


Example E. 

Monthly, Daily. 


R R 

Average receipts , . . J,600 50 

Average payments . . . 000 30 

Method prescribed for makingaad rece iving ) 

remittances. j M(?o$y may be drawn from, or 

Period between two ordinary remittances » J- remitted to* the local treasury 
Time within which a special remittance can j daily, 
be obtained in case of emergency. J 
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Here tlie pajtaents average R30 per day while the receipts are nearly 
twice as great, and in case of need money could he obtained from the 
local treasury laetween certain hours of the day. 

The minimum balance need not be more than the average daily pay- 
ments, vLz.y E30. 

The maximum balance should be 1130 + (50 — 30)-=S50. 

Example F. 


MouiJTy, Daily. 

Li R 

Avorafje receipta . , . 4,500 150 

Average paymenta . . 1,200 40 

MetLod prescribed for making and receiving's 


remittances. / Money may be drawn from, or 

Peritsd between two ordinary remittances -> remitted to, the local treastiiy 
Time within which a special renntUnte cant daily, 
be obtained in case of emergency. ' 

Here the payments average Ei40 per day while the receipts are nearlj 
four times as great, and in case of need money could be obtained from 
the local treasury between certain hours of the day. The minimum 
balance, therefore, need not be more than of 40)=:R20. 

The maximum balance should be E20 + (150 — 40) = R130. 

II. Cases in wMcH the payments are greeter than the 

receipts. 

Example G, 


JIoHiliiy, Daily. 

R R 

Avt*ragc receipts ... 450 15 

Avera,.;c pay incuts . . . 900 80 


Method prescribed for making and receiving "I In mad bag, by railway and 
remittances. ) stcimer. 

Period between two ordinary remittances . Two diys. 
lime within which a dpecial remittance can ^ , 

be obtained in case of omtrjieucy, ) 

Here the payments average R30 per day while the receipts are onh 
half as much, but in case of need money could be obtained in a singb 

day. The minimum balance should, therefoie, be fixed at Bi(30xl)4 

(25% on 30)=K38, say R40. 

The maximum balance should be R40 + {(30 — 15) x 2} = R70. 

Example H. 

Monthly* Daily. 

R R 

Average receipts . . 000 30 

Average payments , , • 1,200 40 

Method prescribed for making and receiving ■) In mailbag, by runners^ line 

remittances, . ; orkod in the daytime. 

Period betw’een two ordinary remittances . Four days. 

Time within which a special remittance can -r^o davs 
be obtained in case of emergency ) * ^ ‘ 
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Here tlie paynaents average R40 pei day and, fdtli'oqgli the receipts 
are not mncli less, a special remittance could not be oldained, in case of 
need, in less than two davs. The nuninjiiru balance should, therefore, 
be R(40 X 2) + (25% on 40) - HOG. 

The maximum balance, according io the formula in rule 191, would 
}hen be 1190+ — 30; x 1 J = R1»»0 ; but as it ha^’ provided that; 

the difference belweon the maximum and minimum cash balances must 
not be less than half tlje ndiumum cash balance, tlie maximum balance 
should be fixed at R90 + \P = K13r*. 

E^tamplc /, 


Vfin^llh Ddihs. 

H R 

\ „ f ^i) . . . 10 

Vu 1 \:5 u . , • ijSoo CO 


Mrt"(od|»u r . ll ’ ami i»'ecivln 4 ^ 

uMu It ■..-sr: 

0 ‘ri oiiun irv miiittincc'» . Havfnda}^. 

* "Inn P3 ti t -ipfcii' rrmittiiic*' em } ,p, , , 

h ' nbt u‘iea ill c'lM* <0 ci icrgeoc5% > ^ ‘ 

He^'p the pOMneni'^ av(‘rngt^ a« lon^h 1100 per day while the roceipH 
are iiisicrnifif a ut, and in (niSv‘ oi on oiaorgeney a special reiniitaiicc could 
not be obiaiiipd in le*:^ than three davs. Tlie mimnnmi balance should, 
therefore, be RTGO Z) + (50% on 00) -sR210. 

Tlie maximum balaiice shoifj. l>e 11210 -j- ' (Ml— 10; 7t =:ir)«iG. 

Er ample J. 


J/d/I Da hf 

n R 

AMiYii^r • . . 0,000 lOe 

A vpr ]m;> inonH . . , 3,00 ) 1 ^0 


Metliofl prescr'vljpd for miking and rCcPhing In mail b'lg, bv runners* li n 
remittani'e*^. > \^orLeiHn the <Uyfi*m » 

Period between two ordioaiy romitf mces * T\\i» dy 

Time within ^Oiich » bpcciil remitt rnco can ^ q 

be obtiined in c%^e of emergency * 

litre tho payiueiiis average 5? 120 pox day vhile the re i tpf^, w"hieh 
cilso heavy, are only a Hitle less, and in case of ne^^d n remh'-^ 

taiiCe could b(‘ obi alined in oue daiy. The niiniirnuu b*abine(* should, 
tl 3refer\ b- E((120-100^ x 1 ! ^-(25 %on 

Tlie mavimnm balance should be 1150+ |(J20 — ]Oo) vgj =5:Tl(M). 

Example K. 


MonHilu, Dai'ht. 

U B 

receipts , . . 600 20 

Average piymenrs , . 1,800 60 

Met^ o<l pTCsoribod for making and receiving*! 


emittiiuces. Money may t>e <1n\m from, or 

Periol betxveeii two ordinary remittance® . h remitted to, the local treasury 
Time within which a special remittance can I daily, 
ho obtained in ease of emergency, J 
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Here the pajHieDits average IlCO per day while the receipts are small, 
‘ and, although in case of need money could he obtained from the local 
treasury during certain hours of the day, it would not be safe to fix the 
minimum balance at less than Ei60 + (25% on 60) = H75. 

The maximum balance should be ®754-(60 — ^20)=:E115, 


Example L. 

Monthly. Bally. 

B B 

Avenge Tcceipts • . . 2,400 SO 

Avortigp pa.ymeats . • . 3,000 100 

Moiliod j^roscribed for making ami recei\ing'^ 


remittaneeij. {Money maybe drawn from, or 

Period between two ordinary remit feanco', remitted to, the local treasury 

Time williiu which a special lenVittance can | daily, 
be obtained in case of emergency, J 

Here fchc payments average SlOO per day while the receipts, which 
also are heavy, are not much less, and, although in case of need money 
could be obtained from the local treasury within certain hours of the 
day, it would not be safe to fix the minimum balance at less than 
R(100— 80) + (25% on 100) ==ro45. 

The maximum balance, according to the formula in rule 191, would 
then he HJ5 + (100 — 80):= 1165; but as it has been provided that the 
difference between the maximum and minimnm cash balances must not 
be less than half the minimum cash balance, the maximum balance 
should be fixed at Hi 34- y* =R^)7J, say RTO. 

193. Cash halances in head, stiTb, and branch offices. — The 
Postmaster-General will fix the minimum and maximum balances to be 
retained by head offices; but this will not relieve the Superintendent of 
the responsibility of watching the requirements of the head offices under 
his control, and pro])osing a revision of the minimum and maximum 
balances when necessary. The minimum and maximum cash halances 
of sub and Imanch offices must be fixed by the Superintendent; but the 
Postmaster-General’s sanction is necessary in the case of snb-offices for 
which maximum balances of more than 31500 are required, 

Nom. — When fciibmittmg propns-'ile to ihc atmaj,tor-rreTieral rpgardiog Rnb-offices 
for whi^'h maximum bnlanoos of mor(> than T1500 are necessary, the Superintendent must 
furnish tlje rostmastcr-Goneral with the data ref ei red to in the preceding rule. 

194. Maximum balance in stamps. — Apart from the 
authorised maximum cash balance, every office is required to keep a 
stock of postage stamps. 

II. The maximum value of stamps to be kept in stock will be fixed 
for head offices by the Postmaster-General and for all other offices by the 
Superintendent. Stamps up to the maximum fixed may be retained by 
each office in addition to its cash balance. 

III. In fixing the maximum^balances for postage stamps, it should 
be borne in mind that, under rule 23 in Appendix No. 8 in Volume V 
of the Manual^ a sub or branch postmaster must keep a supply of 
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ordinary posta;]^^' sianip^, for .'‘ulo io iho ])nldi<% for tlie 

pTobaWe demands of one week/' and, tll^‘ret(<r4^ tbe niasiiiiUm slionld 1)6 
e<^ual to one W(*ek’s d(‘maiid ^>///.> ih(* dfMiiand for the period ]><dv,een two 
supplies, 

195. Memo, of autliorised balances. — The Ruperintendent 
must supply each sub-officc with a nioiuo. in tin' prescribed form, show- 
ing-^ 

(1) the auihorised minimum and maximum cash balances for the 

sub-offico; 

(2) the auihorised ^imximinn balance^ pudiitre Man^ps; 

(3) the ngv^retpulc vahu‘ of the Brilish postal onlers 1o be kept in 

stork fin ih<^ ca^e of sub-otHca‘s authoriMnl by the Postinaster- 
(bm<‘ral to keep a sioek of Biiii'-h postal ru'deiv'); and 

(4) ihc ivoiiHdy limit fixed by ilie Post naisierd Mineral up to which 

tlu^ sub-office may indent for funds direct cm its cash office 
(in the case of sub-offices supplied with finals b\" cash 
oflicos). 

II. The Superintendent must supply each bramdi office authorised by 
him to keep a cash balance, with a moTno., in the pri^scribed form, 
allowing — 

(1) the auihorised maximum cash balance for the branch office; 

(2) the authorised mjixinmm balance for ]>ostage slumps; and 

(3) the authorised minimum cash bahiiu'e, in cases in which it is 

necessary to fix a minimum cash balnnee. 

[Before the memo, is supplied io a branch poslmavsbu* who is unable 
io read English, iheso particulars should be writiim in manuscript, in 
the vernacular known to tlie branch postmaster, imm(‘diaiely below the 
printed items in English.] 

196. Consolidated memo, of autliorised balances. — ^The 
Superintendent must supply each head office with a consolidated memo., 
in the prescribed form, showing the authorised balances in cash, stumps, 
and British postal orders and the limit fixed for direct drawings on cash 
offices, for all the sub-offices in account with the head office, and tor all 
the branch offices in account either with (ho head office or any of its 
sub-offices. 

II, He must also supply each account office %ntli a consolidated memo, 
in the prescribed form, showing the authorised balances in cash and 
stamps for the branch offices in account with it, and each cash office with 
a similar memo, of the balances of the offices that it has to servo. 

III, Each Inspector should be supplied with a similar memo, show- 
ing the authorised balances, otc., for all the sub and branch offices in 
his sub-division; and a memo, of the balances, etc., for all the sub and 
branch offices in the division should be sent to the Postmaster-General, 
a copy being kept on record in the Superintendent's office. 

IV, Whenever the balances of a sub or branch office are revised, 
notice must be given to the PowStmaster-General, Inspector and head 
•office ; if the office is a sub-office served by a cash office, the notice should 
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be sent also to tbVcasli office, and if it is a branch office, also to the 
account office. 

197. Cash. oflSlces. — In order to diminish the risk of highwaj 
robbery and to reduce ihe weight of mails carried by runners over long 
distances, the Superintendent must prevent, as far as possible, the trans- 
mission of cash remittances between distant post offices. It is with this 
object principally that cash offices have been established at the junctions 
of mail lines and other places which are conveniently situated with 
reference to surrounding offices, and the Superintendent should propose 
to the Postmaster-General the conversion of sub-offices into cash offices 
wherever such a course seems advisable. 

IT. The conveyance of cash remittances over unnecessarily long dis- 
tances may also be avoided by transferring ihe surplus funds of one sub- 
office to another in the neighbourhood, which requires money. This 
arrangement can be reduced to a regular system in cases in which the 
receipts of a sub-office are invariably or ordinarily in excess of its pay- 
ments, or when the payments are invariably or ordinarily in excess of 
the receipts. 

198. Regulation of SUb-0flB.C6 funds. — One of the most im- 
portant duties of the Superintendent is to exercise vigilant supervision 
over the arrangements made to provide sub-offices with funds and to 
relieve them of their surplus collections. lie should, therefore, when 
at the head office, satisfy himself that sufficient attention is paid to the 
subject by the postmaster, and that the orders passed by him are duly 
carried out. 

II. Every instance in which an office is unable to meet its liabilities 
for want of funds should be specially reported to the Povstmaster-General. 

199. Disposal of surplus cash.— Surplus cash balances are ordi- 
1 nrily disposed of by remittance to treasuries, sub-treasuries, or other 
post offices; but in the case of tm office situated at a station at which 
tliere is no treasury or sub-treasury, and vhere a large public work is in 
progress, the Huporintendenl: may, to avoid ihe necessity of sending 
money away to other offices, arrange to pay surplus cash to the officer in 
charge of the work. This proccflure cannot, howevei, be introduced 
without the Postiuaster-Generars sanction. 

200. Mode of trauSHlissioU of casll. — The system under which 
each sub and branch office is to be supplied with funds or relieved of its 
surplus collections must be definiloly fixed for each office, for it is wit!) 
i-^fcrence to the system fixed that the authorised balances are determined. 
"When a sub or branch office is in safe mail communication witli its head 
office or cash office, or account office by railway, stcanicx, or mail cart 
line, the usual mode of remittance to or from the sub or branch office will be 
bv mail. Remittances of cash may also be made to or from sub and 
branch offices by mail when the mail travels by day along a safe road ; but, 
sxcept with the general or special sanction of the Postmaster-General, no 
remittance of cash may be made in a mail, account, or branch office bag 
when the mail travels by runners at night. This restriction is necessary, 
not only for the safety of the remittance, but also for that of the whole 
mail. 
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II. Wlien it is not safe to send cash by mail to or ijoui a sub or branch* 
ojEce, the Postmaster-General will is-^ue orders piesciibin^ the system 
under which the remittances are in each case to be exchan^^ed thU 
43)\ but the Superintendent must ^^ork out the detailed uirangenjents^ 
in accordance with the prescribed hystem, and i^^stie the nectssary ordeis 
to the officers concerned. When leniittances cannot be safely made by 
mail it will ordinarily, in Briii‘*h tenitory, be sate to entrust reuiitinnces 
to an overseer who has given security, and, provided he travtds only Jy 
day, it will not be necessary that he should be aocMunpanied by an escort. 
In special cases the 8upenntendeid Vk ill In* atitborised io apply end, if 
necessarj^, pay for police escort ; any cdiuige ihi^ a(‘couni or on account 
of cooly or cart hire for the actual carriage of leniittances should be tr<*ated 
as a contingent charge. 

III. A monthly staleuioui, in the pre<?cribcMl form, will be received 
from every head office in the division which has incuired charges for 
conveyance of cash. The Superintendent diould make vsuch enquiry as he 
may consider necessary, countersign the statement and submit it to the 
Head* of the Circle for final acceptance. 

Note 1 — In the rase of charges for remittances butv^een a tizpt (Les head nflfac and it<j 
town sub and brancli offices, the statemonb 'will be tent by the postmaster dire<t to the 
Head of the Circle. 

Note 2. — See rule 44 regarding the prohibition again^-t the conveyanro of ca"h for a 
postal purpose by a postal oHioial travelling by railway und<*r pn \ 

201, Urgent applications from sub-offices for additional 

funds. — Head offices occasionally receive urgent applications from sub- 
offices for additional funds in order io pay telegraphic monev orders, or 
to meet other unusual Jiubilities, after the daily account bag for the 
sub-office has been despatched. W^henover it would be advantageous on 
such occasions to make a remittance to the sub-office before the despatch 
of the neict regular account bag, the remittance should, if possible, be 
despatched through a special carrier under the procedure prescribed in 
rule 5i6 of the Post Office Manuah Tolume I (8ih edition), especially if 
it is a large one. In other eases, where a second despatch of mails is 
made, and provided the amount to be remitted docs nol exceed the limit 
prescribed for that particular means of transii, the remittance may be 
sent in a cash bag, detailed in an extra h. o. slip, and enclosed in an 
extra account bag which should he advised in the mail list, as a ** due 
mail,’^ — an explanation being given at the foot of the mail list, in the 
place provided for the puipose, of the excess despatch. 

202. Special arrangements in Hatiiro States. — In Native 
States romiitanees of cash by mail over runners’ lines should never he 
allowed, except with the Postiiiasier-Oeneral’s sanction. When cash is 
remitted by means of a special carrier to or from a post office in a Native 
State, from or to a British treasury or post office in British territory, the 
cost of carriage will be borne by the department as a contingent charge, 
but the escort will ordinarily be supplied by the Native State. If it 
would be convenient io use the treasury p£ a Native State for disposing 
of surplus collections or drawing any funds that may be required, a 
report should be made to the Postmaster-General, who will take such 
steps in the matter «as he may think proper in accordance with rale, 45. 
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Tlie arrangements for eaeli jSTative State will always be made bj or under 
tlie orders of tiie Postioaster-General ; but it is nevortbeless tlie Superin- 
tendent’s duty to suggest t]ie arrangements best adapted to the circum- 
stances of each oiiice. 

203* Check to be exercised on excess cash balances. — 

Whenever the balance held by a sub-office in cash (including the amounts 
with its village pfjstmen) exceeds the authorised maximum limit fixed 
for 'the purpose/ or the aggregate of the balances held by its branch 
offices exceeds the aggregate of the maximum cash and stamp balances 
fixed for those offices, a memo, in the prescribed form, explaining 
the reasons for the excess balance, will be attached by the sub-postmaster 
to the daily account, and the memo, will be sent to" the^ Superintendent 
by the postmaster of the head office, witli any remarks which he may have 
to make. No memo, will, however, be submitted by a sub-postmaster on 
the ocetisioBs when the balances are exceeded on a Sunday or Post Office 
holiday, 

II. The Superintendent should make every such case the subject of 
prompt and careful enquiry, except when the reasons assigned in the 
sub-postmaster’s memo, are satisfactory, and the Superintendent knows 
from his personal knowk^dge that they are genuine. Special care should 
be taken that fictitious liabilities are not shown from day to day as an 
explanation of an excesvsive balance; and with this object in view, when- 
ever the postmaster of the head office brings to the Superintendent’s 
notice,, or the Superintendent himself observes, that a sub-postmaster 
has been frequently submitting these memos, with entries of large 
amounts against the first three items showing the liabilities of the office, 
he should make an enquiry at the sub-office, either himself or through 
the Inspector, as early as possible, A personal enquiry at the sub-office 
is necessary in this case, as the postmaster of the head office is not in 
the position to check in detail the liabilities shown by a sub-postmaster. 
It should be remembered that the frequent submission of these memos, 
by a sub-postmaster indicates either that the maximum cash balance 
requires revision, or that it has been wantonly exceeded, or that fictitious 
liabilities have been shown in order to cover a fraud. 

III. After the memos, have been finally disposed of by the Superin- 
tendent, they should be filed in his office in a separate monthly bundle 
for each sub-office concerned. As each fresh memo, is received from a 
sub-office, a reference should be made to the memos, previously received 
during the month from the same office, as this will enable the Superin- 
tendent to see at a glance whether the sub-office has been frequently 
exceeding its cash balance. 

IV. As sub-postmasters are required to submit these memos, only in 
the cases mentioned in para. I, it has been made a duty of the postmaster 
of the head office to submit a special report to the Superintendent when- 
ever the details of the balance of a sub-office, as entered in the daily 
account, show that the amount held in stamps, or represented by the 
postage due on articles in depcfeit is largely in excess of the maximum 
limit fixed for stamps, or the daily average amount of postage on articles 
in deposit during the preceding month, as the case may be. On receipt 



i>UP/!:iiIXTEXDl^yTS OF POST OFFiCES. 




■Chap. 2.] 


■of tiiese reports ilie Super in lit siioulil nralie pru!upt enquiries 

siib-oiiice, eitlier liiniseif or througii tlie In.-^peetor, i,ii order to satisiy 
kiniself tluit the siib-postiiia4er lias urn i;eeii retaiiiiLig excessive atnii 
baiaiices sliowiog ike exce-s 'lUidier tlie Jjeasl of Staiaps ’ or 

'* Postage due cu articles in (kqKisit.'" 

204. Metiiod of securing office safe.— Tlie Superi-uteiulent 

ly-usr for ercii liead asid sub <dlice under nis eoiitrol prescribe tke rooia of 
tlie oliiee a'ud tlie |'a)s:itirui and maiiner in wliieli tiie otfice safe is to be 
'seeuivd. In the ease oi .'^ub-uttices, ■ilie oliiee safe ‘diouM be kept at tbe 
iiearost police vrbenever tbis js prcciicabje, and can be doiio 

witlioui iueiu'?d'?ig'‘ exti-a c^ipeiis^n TliC' oHice shoieid, whetber it is 
kept in tJie post nilice or in ilie custody of the police, be secured to log 
of u'ood (or heav\' stone), and 'lOtb sliould iu^ ejnbedded, us iur as jtossibb's 
ill {\ie iri’os'iud or \va]j inside t!ie roenn selected {--re i'lFIf. ,,/c-Jj. 

205. Custody of casll in fcraiich offices.— id may not be neces- 
sary to 8U]'>'j>Iy a safe or cash cdiosi to every brand] ollietm but in any case 
in y.'bid'j the Inspedor rtqKirts that one <'>r the ether is required, the 
Supeririteiideiit sliould, if lie is oi: ilie same opinkoi, tbrvcard the Inspec- 
tor's report with an endorsenient supporting it, to the ibedraaster-GenfU'al. 
The Inspector will issue all the necessary orders to bra’iieh postmasters 
regarding the custody of cash in branch oHiees. 

206. Dates to be included in sub-office account for each 
montb. — The Superintendent must .fix for eacli feol>o.tHee in Ills division 
the dates w-hieli are to lie inchuled in the snb-oftice aceoirut for each 
■month. Tlie dales fixed fo.r each month should embrace the dates of the 
daily aeco^urtts which are accounted for in the head ofriee frorn the 1st to 
the end of the month. For instance, if the daily account of a sid>ofric(?i, 
dated the 30th ]\Iareh, reaches the head office on the 1st April and the 
account dated tlie 2St]i April reaches on the 30th April, the sub-office 
aceoimt for April should embrace the dates from the 30th March to the 
28th April, both days inclusive.' If, Innvever, the 31sf March is a 
Sunday, the daily aeimurit of the 29th March, wdiieh wdll reach the head 
ofo(‘e oil the 31st', rrill be accounted for on the 1st April, and, therefore, 
file first date of the S'lib-office account for April slio'iild in such a case he 
the 29ih }.Iarcli ; and if the 30th xVpril is a Sunday, the dailr account of 
the 2St!j April, wliicli will reach the head oftice on the 30th, will he 
accounled for on tlie 1st May. and, therefore, the last date of the sub- 
office account for April should in such a case be the 27th April. 

207. Dates of submission to head office of sub-office 
indexes of bearing parcel lists received. — The Superiritendent 
must fix for each suli-othce in his division the dates on wdiich the sub-office 
indexes of l>earing parcel lists received are to be sent to the head office. 
The dates fixed for each sub-office should be such that the sub-office 
indexes will reach the liead office on the 1st, 8th, 16th and 24th of each 
month, and one complete week before the hearing parcel lists are due to be 
despatched by the head ofpce to the Circle Examiner. 

208. Spoiled receipts. — ^Whenever a spoiled receipt torn out of a 
sxib-offiee book of m.o, receipts or a branch office book of receipts is received 
through the head office by the Superintendent, w'ith the word Spoiled 

o' 
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^'ritten acioss it undf^r llie sigiiatuic of the sub or braiicL postmaster, the 
Superintendeiii will juiaik tlio leceipt in ink so that ii cannot be used again, 
and after making due eii<[uiiies on the subject, place it on record. Spoiled 
receipts are always to be legaided \^ith suspicion as being a possible 
accompaninient ot iiaud. 

209. List of sayings bank accounts not credited with 
interest. — A list of the sa\ings bank accoiims \\liich have not been 
credited \^itli inteiest, sho^\ing the names and addresses of the depositors, 
will l)e scMil to the Superintendent during the latter halt ot the month of 
Septeiubei in each year by (^ach head odice in his division (including first 
class head offices), but the list received from first class head offices will 
have relerenco only to accounts ^hich are open in their sub and branch 
offices. The Supeiintendenfc must make every endeavour through his 
rns'j)eetors and ovei seers to induce the depositors to send in their pass- 
books tor eniry of interest, 

210. Check on clearness of impressions of date-stamps 
used by sub and branch ofiBlces.— In order to give supervising 
officers frequent oppori anitios of seeing whether the date-stamps used 
by sub and branch offices under their control for stamping articles 
posted are kept clean and in good order, and whether suitable stamping 
ink is used, every communication fiom a sub or Inanch office to the local 
Sup(*rintendent or lu'^pc^tor should be impressed by a sub-office with its 
combined datc^-stainj), and ])y a branch office, with its date-stamp, in 
addition to any other stamps that may be required hy the paper or form 
on which the communication is written. Superintendents and Inspectors 
should see whether the stamp impressions on documents received by them 
are clean and clear, any defects that may be shown by the impressions 
being promptly noticed. 

Control of Inspectors’ work. 

211. Inspectors’ sub-diyisions.— Each Superintendent will be 
assisted by one or more Inspectors, who will be under the Superin- 
tendent’s immediate control and orders. Tlie sub-division to be entrusted 
to each Inspector wult be defined by the Postmaster-General, but the 
Superintendent will still be responsible for the administration of the 
'whole division. Branch postmast otwS will ordinarily correspond wdtli the 
Inspector : and the Tnsjiector will submit to the Superintendent references 
fiom ])ranch oflices only wdien the;v rolulc to matter® which the Superin 
tendont has by a geniTnl or special order reservi^d for his own disposal, 
or when the Inspec tor is douldful as to the orders to be passed, or considers 
the appropiiate orders to be IxTond his owm powers, 

IT. The Ruperinicndent inav, if he thinks it necessary, prescribe the 
order in which his Inspectors shall visit the offices and mail lines under 
theii control. 

212. BxamiuatioH. of Inspectors’ diaries.— The Superin- 
tendent will receive a wwhly copy of each Inspector’s diary, which he 
must himself examine. The Superintendent should insist on the punctual 
submission of Inspectors’ diaries. The diaries, w’'hich should be very 



^rpLniXTnxnnxT^ or po^t ornrn^. 


Cn\p. 2.J 


, *^3 


.4i<al, s%\ll keep 4ie Sup<niiitf*iul<‘iit inloria<‘d oi rkV luo^ aiijpiits of Ks 
Iiispc^toi s, and diou him ilm ^^oIlv dona by ihain in t posi oiiica^ 

and mail Haas, ‘-u])anidii^ Mlla;j^a po'^imeii, datf'Clin^ inat^^ularitics, 
iiisiil utiiig (lapaitmoiital in<piiii< . apj>l\iii/ ta-ts 1o (i'-hona'-iy 

or lu\i1y on tln^ pait rd ])o^tal oil < iiJ', ( i« . ddia diain^^ ■\^ill al^o ana(>1o 
llie Supei inian(h*iit to chuk ilia ao%\aijaa bilK ''ulntiilied hv 

his Inspectors. 

213. Orders passed on Inspectors’ diaries.— The Superm- 

mud Jioi alhov t^s ♦!« hi;v iocKuirlr ^akinsr tli* n‘*e( s^aiy art ion 
on all luattei^ iioImI ‘o his Iiispe< diialie^. Ifc* •'hoiild hiniMdt wiite 
on tlio <Iiary th<‘ in ea< h <a-ts ^ nd, vduuj rieoe^'-ary, a eoj)y 

ot the oideis shouhi 1 h* (.omiiniuicati*d to the (din ial coiueimd. 


XL As soon a^ tiav<‘llin^ allo\\«ime lull and diaiy tor the lonith 
%\e(dc liavo 1 m elk diM»o-t‘d of, the ioui diailes or tITe month and the eenr 
ot tie* liavellin^r* allowame f>ill A\hlfh aeiompanied lla^ last diary should 
he Mihmitted to the Po>tmaster-Ge 2 ieial. 


Non -The dniu\s oi liispedois eiit to the PtmOnast* i \Mli be tHmnccl hy 

ninf .tier e\inunnikon and should then b(‘ hhd in the ol tie* s»tmej jritcndent. 

214. Examination of Inspectors’ inspection reports.— 

The Superintendent must hnnselt carefully examine the inspeeiion rep03i> 
sulunitted by his Inspectors. He should in each case* satisfy himself hy 
ret erence to the date of the Ltst insjiection of the office that too long an 
interval has not elapsed sim‘e that tlaie, and see \\hether the inspection 
has been thoroughly and intenig<uitly canied tuif. fXe should take i n- 
inediate action on all imitteis rc^porled vhi(*li r(‘<(uire notice or ordei'^. 
The orders should be ^M’itten by Ibe Superinicuuleut himsell on the margin 
of the report; and, %\hon m^ce^-sary, a copy ot any particxilar order should 
be cominunfeated io the (dli(dal eoiKcrned. Tlie inspt'ction report should 
then be returned to thi^ ln<-pedor, who will, after taking note of the 
Superintendent's remarks and orders, send it back to the Supeiiniendont. 

215. Inspectors’ travelling allowance bills.— Rupetin- 
t(*ndenis are atithori^ed to countersign the travelling allowance bills of 
Inspectors, The bills should be carefullj’' checked by the Ins[>oetois’ 
diaries liefore they are countersigned. When any rcdienchment is juade 
by a Superintembmt the r(*asons must be explairu^d to the Inspector. The 
tiavelling allowance bill should alter <*ounteisignatine be returned to the 
Inspector. The Superintendent vshould dis])ose oF tiavelling allowance 
bills uh early ns possible, in order to piv'vent in(M)nvenience to his 
Inspeidors, and also to exp^Mlite the audit work in the Circle Audit Office. 

Note.^ — T he ojder, or a daly atieracd extiaft therefr<km sanctioning a jonrrxy 

outside an officer’s ]uiihdiition, vliouid be attached to the travelling ailowanee bill in vkhith 
charge is made for the joniney. 


Control of Overseers’ work. 

216, Overseers’ duties. — Each Superintendent will he given one 
or more overseers for the supervision of runners’ lines, and, when pre- 
scribed hy the Postmaster-General, for the conveyance or escort of cash 
remit lances from one office to another.* The Ruperiniendent may, where 
he considers it necessary, require an overseer to verify the cash balances 
of small sub and branch offices situated in his beat, at the time he visits 
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tL^eui ill the course of a ciicuil, aud i import the roftult in Lis diary. The 
Siipermtondeiit wili ileienuine wliut hues or secliuiis oi lines are to he 
placed under the eh ii^^e td each ovei^etn*. Oidinaiily an oreiseer should 
have chai^c^e ol ihe iuiiiiche- oi the main line^ or sections ol main lines 
placed uudei his touiiol; Imt wheie l)rjjicli lines are oi suHieient extent 
aud import a net*, tin \ may he placed under a scijarate overseer. 

217. Overseers^ beats. — Oveisecus’ heats hhouid be so aiianged as 
to suit in tlie best na\ their various duties. The heat oi an oecTseer 
should coiii])iiv‘ the mail line'' (luaiii and blanch ) placed under his charge, 
and the ufliees (it any) he is veipiiml to ^isit in coniioeiion with 

casa rf^mitlanee'.. Oiu* oi the ohice^ situated in ihe uverseei’s beat should 
]>e hx(‘(l as his reiiiial ofiice. Wlnm hi- duties iiieliido the conveyance or 
escoit oi cash, the (oiilial of1ir*e should lx* an oliii-e situated at a beasury 
or sal)..iuMsury station, or a cash oifice so situated that it can he made 
tlie basis oi tlie oversoeis’ work in conmxdioii witli the tiansport of cash, 
that is to sat, an ofliee horn whieli he ('an tak<‘ iunds for the supply of 
suh-olfi(‘es and to wlileli lie can brini^ back the surplus collections made 
over to him by sub-offices. The overseer should be recpiired to return to 
his cential office regulaily at hxed inhu'vals, which should ordinarily he 
not lunger than se\(*ij dats. Wlnui th(» ovt'rs(*ei lias lo (>onvey or escort 
caC'h remittances, it will s(nu(‘tinn‘s h(* m'CCNsaiv that lie should return to 
tin* (*entral office' at dioitt r iiit(*rvals. It the (‘eniial office is conveniently 
situated, it will ott('n 1 m' possible to arrange that flio overseei* shall return 
to it ('Very tliird (U‘ fouitli day, and thus \isii it twuce, or even tin ice, 
hefoie lie has made the round of all his offices. 

IT. The Siipei inteudent must prt*}>are a route statement for each over- 
seer in his division, sli(»wing the period to be occupied by the overseer’s 
circuit of tin' liin's that he has to supimvise, and tin' offices (if any) w’^hich 
In* hu'' to servf' in c(mnt*ction with the transpcjrt of cash, the dates in each 
mouth or the day or d<iy'‘ ol tlie w'eek on whidi each circuit is to begin, 
and ihe lines aud nam<''i ol tin* offices (if any) lo lie visited during ihe 
circuii, arranged in tin* oi(h*r in wlimh tliey aic fi» be visited. Tlie dates 
or days of the week <ni wliich t‘ach line or ofiice is to be visited need not 
be prescrilx'd. It wull be found sun!t'i(*nl if> H'fjuire the oveiseer to visit 
ill the time fixed all tlx' line's mid offices slnnsu in bis route statement. 
To rerjuire him to visit ('acli olIi(*e on a paih’ciilar day would tie him dowui 
ioo strictly and pr('veni him from ])rope:lv supervising his mail lines. 
The t»-ieai(*st caie is in*(*es‘,‘uy in laving ([(«wm the loute that the overseer 
should take lor ein*h comjdelo ('iu'uit ol all (e^lC(‘^ that he has to sa^vp 
in eomiection with the trans[M)rt of cash. Tln>-.e sab nnd branch offices 
wdiich me in rornmninVation with iheii lx*ad o^hce^ or cash o^h‘<^‘s 05 
ac(‘uunt offices In leil, st<*mm‘i or mail cart Hues, or by pcwteetlv saf' 
]‘unn('rs’ lines, nee<l not be (mteied in the route '-iateinent at all. But all 
ofl[i<*es from wliich th ' oNerv‘er has to lemove surplus c(dlections of cash, 
or to which he has to sup]dv funds must he entered, oiu'e or more often, 
according to tlx^ amount of iheii transactions, and the intervals that can 
be *al]ow'ed to (‘lapse Ix't wt'en two w iilidrawmls of fludr surplus collections 
or two ropienidiments of tlicir balam'ts. Tlie Superintendent should 
furnish (‘ach oversec'r, cent ml office, and Insjx'ctor wu'th a copy of the 
route statement. 
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Ilf . ( )\ i‘i M i“i' w iil l;c* (liii't t]y ‘•uiioHlitiiitc to ilio *lii .()■ ; Init 
will iiij‘ i(>]i)‘w flu* Sii|j(*i iiiti lulfiji i»f tbo (i'lty snid ti >['ou>J):li|_\ of 
coiiSiMiit atul --01)1 ivi'iou o\t j '•iioir 

r ft ’HI !% ht lit u y toi i < i h i’ t t k l< Ct 1 n 1 in t -lOjte 

, ill (»! (It < tu lUfiniH hi » J f j I » ^ M »0 . K * ( i(ilrh> ( h( »lt i hj tjU Mt •; 

tnu ( ol 111* il* 1*1 mI < tia ( p (j{ iii * (t» , f| I 1 n ( « '.(' it( hi iit-it !)» b,( nj 

( f Hiplett hi'^ (i*.(U' ilbin iin [n< ub »i l.j t i in . i 'Sk u < ^ , tli ‘ (k** ^ 

)n( Ithie < <ie (ou t « iim r i t ^ d U, th* i t iC* <t it iiout 1 , it ii t in% 

inaith htSi» i as ! n * m n ■i u * < b* 1 1 i -'rn>i to,. i m «» * ft t ta ( j i « uln* n Hk* (»v( j a ar 

< aiiriot V i j 1 in i in* li sia* » ii? t . 

218. Qualifications of an overseer. —A- cu fAcjxcr uiu^t 

eoa'^t^snlly Iin itcjil he {til'll !>** u Kiaii (» -tuiij/ t on ]oii 

and J(*ti\c hnlh. Jl-‘ dioiild ouliioiri* ^ he* n ti\e oi di^tiii'f in 

iic Is eiiiplouiL so tli.t li!\ ]o<,{l know loii^ye ^^ili a^Nisi liiia in 

propeily ^itnovis na* and cont roilintp iho loid e-i * oi I'^hint ill . l!(‘ must 

1 h‘ lihle to 1 0i Olid i\ 1 ile tli<‘ M‘i nacnlai ot i it 4 ili^tinL 

219. Overseers’ diaries. — Uui^oeis will snhnd* their diaries to 
the l^i^pnsor, and tin* laittT will forwaid llieju for insjtecticni to the 
Siipei intend mi, who •'honld return them, with any oidei> he may consider 
jieiH^^saiy, to the lris]n‘(*ior. 

Conveyance of mails. 

220. Mail arrangements. — The Hupei intemlent will he respon- 
sihh* fliat propvu* arraiie*ements are made lor tin* tn nsnlis^ion of m n’ls 
tliroiu»‘]i liH division, h'irst, he ninst stdoet tin* imet convenimd ami 
expeditions routes; secondly, he must reduce, as far a> pra(*ti<*ald<*, the 
nmnher ol ha^’s (*\(*]uui£»’ed hetwn*eu office^, with the ohjeet of curtai1in<^ 
v\ovk ill p(Kt olfi(‘e> and k(*f‘pin^ <lowu the weif^ht ol maih, <‘sjM*(dulh oil 
ruuiitu’s' lim^s. In sel<*ctinl^^• a throu^’h mall route tin* date ot the r(‘uds 
and tin* communications to he effected slumld he lioriK* in mind, anil it 
should he reineniher(‘(l that it is not ulwmys advi^ahli* to follow the 
shortest roach For instance, if an inipoitant suli-office li(*s off the 
direct line of coniinu riicat ion, the moil route mav often with advantati;!* 
Ik* carried ])asi iliat of{i(*e, instead of beinof iMmiiected with it hy nurnn-^ ol 
a hramdi line. As a sjen(*ral rule, the cdainis of tlie hinder ^uh-oifl<*e> to 
tile (juiek disposal oi ('orrespondeiice should take* pi(*ced(‘n{‘e over those 
of less important offices. 

‘Norr. When au* nuuli* riihin llu hiftnoi of dUt)ui , i-utli is thf> opening' of 

now tlio ( <4 old oik's, ot( , tbo Siipoiiutt » loiii will ho nspoiiMblo For nolif 5 ’'ins; 

llie (haufft's bo ,i slioit ainiomh (onoiii poslod to tlio pieiipd t)(M ‘. oiis ocmtoinoih 
cations in tin* \(*ujo( ul.e should .iImj lx* t xhiblUd at tho C’ut< bony, and othoi’ puhlii plfoew 
Except in emoi jjont oi^o*-, fiiOxn dus ‘*hoidd lx* alh^MxI to ol.n>M‘ bdwoen the dab* of 
notifyincj; any (han^v* and the rhite horn whidi the dianue tomes into 

221. Speed of letter mails on main lines.— On nmin throu^rh 

lines, on wdiieh the lottc*r mails are conveyed hv runncis, the speed at 
w'hich the mails travel is a matter of great miportam*e, and ref|uires the 
particular attention of the Riiperinfcndent. The rate of speed should 
ordinarilv he 5 miles an hour; and the lumrs of depatture from, and 
arrival at, the terminal offices, the time allowcMl for sorting and trini«'it 
wmrk at intermediate offices, and the authorised detentions at ferries and 
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oilier places, where the mails are subject to delay, should be lixed by 
the Superintendent, with the approval of the Postmastei'-GeneraL 

Note. — T he mles in this section apply gcneially to mails conveyed by boat. In the 
case of mail cart lines on ^vhich the mails aie earned undei contract, tho speed will depend 
on the terms of the conti act. 

222. Weight of letter mails. — The weight to be carried by each 
letter mail runner should not ordinarily exceed 15 seers. In special 
localities, where the country to be traversed is of a hilly or otherwise 
difficult nature, or the speed of the mail is of special importance, a lower 
limit may be prescribed by the Postmaster-General. The sizes of the 
bags in which the mails are packed should be fixed with reference to the 
limit of weight. 

228. Road establishments. — The road establishment of each 
main line, /.c., the number of runners employed to carry the mails, will 
depend on the length of tho line and the weight of mails ordinarily to 
1)(‘ (‘onveyed. Wherever practicable, tho same runner should be required 
to carry mails in both directions over his stage. 

II. Before submitting to the Posimaster-Qeneral any proposal to 
increase the permanent strength of the road establishment of a mail line 
(except in cases where the length of tlie line is increased), the Superin- 
tendent must- fiisl satisfy himself tliat it is impossible by any arrangement 
to ]nake the existing road establishment equal to the work required. He 
should carefully consider whether this cannot be done by revising the 
mail arrangements, diverting a portion of the mails to another line, 
sending the letter and parcel mails in the same bag, reducing the sizes 
of the hags, redxicing the number of bags by establishing sorting sub- 
offices, or any other practicable device. 

224. Parcel mails. — As a genei’al rule, separate parcel mails will 
be conveyed only over main lines, and a separate establishraeni of parcel 
mail mnners wull therefore be required only on such lines. On branch 
lines, parc(‘ls will ordinarily travel enclosed in mail l>ags ; and even when 
parcel bags are despatched on branch lines, they will usually be carried 
by tho letter mail runners. The weight to be carried by each parcel 
mail runner should not exceed 30 seers, and with this weight an average 
speed of three miles an hour slioulc! be maintained; but the Postmaster- 
General may fix a lower limit of weight in special localities. 

225. Stages and runners^ huts.— On main lines, the letter mail 
stages w'ill ordinarily be 5 or G miles, aTul the parcel mail stages 10 or 
12 miles apart. A hut will be provided at each stage for the accommoda- 
tion of the runners, and as each parcel mail stage will ordinarily be at 
every alternate letter mail stage, the same hut will accommodate both the 
letter and parcel mail runners. The object of providing huts for runners 
is to ensure the speedy transmission of the mails onward from stage to 
stage by securing the punctual attendance of the runners at their 
respective stages when the mails arrive. 

226. Branch lines. — The foregoing rules relating to main lines 
may be relaxed in the case of branch lines, 2 .c., lines which radiate from 
head offices and large sub-offices connecting them with le-^s important 
sub and branch offices in the interior of districts, or lines which diverge 
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'from tirougli main lines. The speed ol lli(‘ nmil- oiid'tlie iMn^rth ot the 
Ftages on branch lines \\ill 1>e fixed hv tht» 8npeii3Ue}i(lerit, and, as these' 
lines are of less injjmrtance than main Jims, an equally hiiich lato oi 
speed nml not be niaintaim‘(l, ainl the Maut*- iiiay bc‘ lonsrei. A daily 
mail service if^ not always i en^s'^aiy on dauf hi am h liue«. An a neial 
rule, hubs %\ill not be })io\idMl tor the af < onuuftdatioii (d lunner-s on 
])ranch lines. 

227. Cross mails.— rio S mails, <.e., u ai’** biOncli lines "whadj 

converge to otic ]Kjint fui u thiouj^h main line, hould la* limed to reaeii 
the jumdiou of the cro lln*'- beioie the uiilva! or tie* loain line nuiiK, 
so as to avoid ai v (h‘teiiiaui 1() the btilti Sulaeient lime diouhl be 
allowed ladwecn the ani\4il or ilu* eioss maib ,i: d tin* main line maih 
to permit ot the wmk oi soiling |ue|miatioa (») mad U^ts, and closing ot 
bags, when ne< \ , being done* (att*tiill\ ami without Inirrv. Mails 
for bramdi houbl not bt* de-,pal(lnnl till «dtei tin* dt‘paiture of tin* 

main lim* niail^, w Imu a ]nior oi siumltaneou* dc^pat^li nouhl result in 
delay to the main line inaiK. 

228. Protection of mails in crossing rivers, etc.— Tlie 

hnp'*i luleiideiit should pay <aretiil attention to ihe airangemenis ina(b‘ 
foi (*on\ eying mails a(*ross unlnidged siivauis and ri\eiN, and tor carry- 
ing thoTij over dilliciilt roa<{s. The overwsetis should be made t(» tia\e! 
constantly over lines which present ^pecial ditiiculties to the safe and 
speedy transit of the mails. 

Jl. Waterproof hags should invnriahh l»e jne^uilHsl by ihe Superin- 
tendent tor mails exposcnl to the weather diuiug the lains. Such bag" 
should, at the end ot tlie rains, be kept in ihe oHicn*^ to which thc‘V wmn* 
supplied, and not he* returned to the 5-toek depot; but lh(*y should not be 
used during the div *^<* 118011 , <*N:(*ept in tlie (‘^ent of wed wcsntlier. 

229. Time statements. — The Supeiiutendent will receive monthly 
time stat(‘ments from ilu* terminal oHice^ of mail linc'^ on whiedi time 
bills are used. He should calculate the u%erag<* rate of specnl mamiained 
during the month, and wlietlier the pres(*ril>ed speed has heeu kept up. 
Tin' time statement should he hied in the Sup(*rint<'ndeui’s office, and the 
abstract time stut(‘ment to be submitted to the Postuiasi<*r-( Seneral should 
1 m* ('nm]>iled from them. 

230. Detention to mails. — When pres<*u])ed by tlie Posimaster- 
ficneral, the time lulls used on all ihe mail rim*s in a Supeuintendent^s 
division, or tliose used cm any’' particular line or lint's, will be sent daily 
to the Superint(*ndent by’' the terminal office. In other cases w'henever a 
mail is subjected to any unusual detention, ihe time hill wdll be for- 
w’arded by first post to tlie Huperiutendent by tbe terminal office. Tn 
cases of detention to tbe mails, the remarks in the time bills will furnish 
tbe Superintendent wi'lli information regarding the cause of delay; and 
he should take such action as may be necessary. If no time bill is used 
on a line, any case of detention to tbe mails will be reported by the post 
office wffiich first observes the delay. 

II. Important cases of deteidion on ;main lines should be reported 
tirgenily to the Superintendent of the K. M. S., if the K. M. S, is con- 
* corned. 
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281. Mails conveyed by l^ailway. — Mails are conveyed by rail- 
way -in charge of sorters of the Railway Mail Service^ and are also 
forwarded in closed bags in charge of railway guards under the State 
Railway weighnient system and as ""occasional despatches/^ The rules 
relating to the despatch of mails under the w'eighment system and as 
"" occasional despatches wall be found in Appendix No. 6 in Yolume Y 
of* the Manual. 

232. Mails conveyed under contract by mail cart.— In the 

case of contracts for mail cart lines, penalties and forfeitures for delays 
and other breaches of agreement, should be imposed only by the Head 
of the Circle. Y"hen, therefore, a Superintendent considers that a 
penalty or forfeiture should be ordered, he should refer the matter to the 
Head of the Circle, even if, under the contract, he has himself the powder 
to impose a penalty or forfeiture. 

233. Trial cards. — Trial cards are postal service postcards, which 
are employed for the purpose of determining the relative advantages of 
alternative mail routes, or the cause of detention to articles posted. Trial 
cards will be specially useful in cases where it is desirable to obtain 
information regarding the time occupied in the transmission of articles 
over mail lines in adjoining divisions or in other circles. A trial card 
should contain on the back a request that the postmaster of the office to 
which it is addressed will note on it the hour of arrival of the mail con- 
veying it, and, if necessary, the hour of delivery of the mail, and return 
it in a posjtal service cover to the officer by whom it was issued. 

Correspondence and office work. 

234. Importance of executive control over routine office 
work. — A Superintendent is primarily a supervising and inspecting 
officer, and must not allow his correspondence and office w'ork to interfere 
with his personal supervision of the wffiole division. He should by per- 
sonal instruction to his subordinates keep down his own correspondence, 
as well as that of his Inspectors and postmasters, and should insist upon 
postmasters corresponding direct with each other in all matters of small 
importance. 

285. Correspondence with branch offices.— Ordinarily, as ^ 
stated in rule 211, the Superintendent will not, except in reply to his own 
communications, be addressed by branch postmasters, and, ordinarily, 
postmasters and sub-postmasters will address the Inspector on all matters 
connected with branch offices; but this wull not relieve the Superintendent 
of all responsibility in connection with correspondence which the 
Inspector disposes of himself. The Superintendent should take every 
opportunity of ascertaining w’h ether the Inspector has been negligent or 
faulty in the disposal of correspondence, 

236. Correspondence to be brief and concise.— The official 
correspondence of the Superintendent and his subordinates should be 
brief, concise, and to the point. When a correspondence relates only to 
some petty irregularity, the original communication, replies, and final 
orders should, if space permits, follow one another on the original 
document. When several communications are written on the same ^ 
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document, tliey should, in a.dditioii to the ordinary’ cruTespoiidence 
numbers, 1:)ear lilue pencil serial numbers, sln,>uld be inurked 

on tlieiu by tlieir writers, so as to show their chronological onbw. In 
eonimuiiicating with officials of the l)c‘partiiient, coin|)limentary phrases, 
such as, I I'lave the liorioiiry’ etc,, should generally be omitted, and even 
in letters addressed to the Ihistma'^ter-Generai, they sliould be abbreviated 
as far as possible. 

Note. — I n the Saperintendent'H tr.'.)rre?pundenr'e with the PostraJigter-Gerieral, each 

communication should, as fai' as po.-sible, contain refcrciKi! to one pubjoct only. 

237. Correspondence registers. — The following correspond* 

ence registers must be kept in the Superintendent's oitiee, in the form 
prescribed : — 

Fegister d. — Inward register of correspondence received from the 
Postin a st er-G eneral . 

Itefpsier B . — Outward register of correspondence atldressed to the 
Post ma ster-G enera 1 . 

C , — Outward register of miscellaneous correspondence 
despatched. 

The entries in each of these registers should be numbered in a consecutive 
series commencing from, the 1st April in each year. 

II, In addition to these registers, books of correspondence forms 
Ms. -3 printed on paper of a quality which admits of the forms l)elng used 
either singly or w'itli carbonic paper will be supplied to Stiperinteiidcmts 
on indent. When used with carbonic paper, the sheets on which the 
entries are made should be kept in the books, and the carlionic copies 
should be torn out and despatched. 

238. Arrangement of correspondence in “flies.”— The 

correspondence of a Superintendent’s office should be arranged in files in 
the following manner — 


Distinguishing 
ietter'^of file! 


Class of correspondence. 


A 

B 

C 

D 

E 

E 

Q 

H 

I 

J 

K 

L 


Creation and revision of establishments ,; op^ming and closing of post offices 
and mail lines ; change.^ in the status of offices. 

Nominations and appointments ; transfers; leave. 

Pensions and gratuities. 

Post office buildings and runners’ huts. 

Accounts; travelling allowances and transit pay references from the Circle 
Audit Office. 

Robberic.s ; lo.sses ; fraud; soiions irregularities committed by Post Office 
officials ; complaints from the public. 

Due mail lists; sorting lists; postal notices; notices of hours of business* 
opening and closing of letter-boxes. 

Ex perimental establi shments. 

Monsoon arrangements, ordinary and extraordinary. 

Indents and refjuisitions; sanctions of contingent expenditure. 

Information for annual report. 

Petty irregularities ; miscellaneous. 


II. In addition to the above-mentioned files, the inspection reports-. 
and diaries received from Inspectors, monthly time statements ana all 
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due returns received bj tbe Siiperiuteiideut, should bo kept consecutively 
arranged in separate files. Such files will not bear distinguishing letters, 
but should be labelled with the names of the special classes of documents 
which they contain. 

Note.— Every rase in n file must be complete by itself. Whenever any communication 
received in, or issiicd by, the Supeiintendent’s offi(e relates to another file besides that in 
which it has been placed, it will be the duty of the Supeiintcndent’s office to make a copy 
of, or evil net from, the communication and place it on the other file. 

239. '' Cases, Case-Nos.’’ and '' Case-marks.”— The first 
communication relating to each subject of importance dealt with by the 
Superintendent should be made the basis of a separate case, and all 
subsequent papers belouging to the case should be bundled together. 
Correspondence which is not of sufficient importance to form a separate 
case should be placed in the first or general bundle of the file. 

II. To each case or bundle in the file should be assigned a serial 
number. These Nos., which are termed Case-Tfos., should be in a 
separate annual series commencing from the 1st April of each year, for 
each file, and be given to the cases in each file to distinguish thein. from 
one another. The general bundle in each file should always bear Case 
No. 1 ; and the other cases should be numbered in the order in which 
they originate. 

III. On each communication received, the distinguishing letter of 
the file to which it belongs should be noted in the Superintendent’s office, 
and the Case-No. should be written after the distinguishing letter. This 
combination of the letter with the No. is termed a Case-mark. For 
example, if a complaint is received regarding the loss of a registered 
article, the complaint should be marked with the letter F ” ; and if no 
other case of importance belonging to the same class has been previously 
opened during the current year, the No. 2 should be added after the 
letter, thus — F-2, F-1 being the Case-mark of the first or general 
bundle. The Case-marks should invariably be noted in tbe despatch and 
receipt correspondence registers, against the Nos. assigned to communi- 
cations in the registers, and also wherever the Nos. are recorded, the 
Case-mark being considered a portion of the No. 

IV. The Superintendent should see that the prescribed procedure is 
followed in his office. 

240. Disposal of correspondence.— The Superintendent must, 
whilst he is at head-quarters, himself open all covers to his address, and 
must not entrust this duty to his office. When the Superintendent leaves 
his head-quarters, his office should, in order to save time, open official 
covers received to his address, so that cases may be sent to him complete, 
?.c., with all the previous papers. He should take with him all cases 
wJiich need urgent disposal, or regarding which he can make inquiries 
while on tour, or to which constant reference has to be made. 

Noto.— S uperintendents, as well as all other po*stal officials, are strictly foibidden to 
use faesimile stamps of their signature of initials for the purpose i4 signing or initialing 
official documents. 

241. Complaints mad© by the public.— The Superintendent 
is expected to see that all complaints received from the public, or com- 
anunicated to him by sub and branch offices directlv subordinate to him. 
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or trunsffiTtMl to liiin lur di^po***!! })\ oHioois, aiv ihorouii^lily and 

promi>tly i3iV(‘sii\r‘ut«ML T!h‘ piaciit^ ol iiH^tdy papers 

for oiKjuiry to In^peoMHN, ‘^atHpo .«’i(l olhors» should sohlom be 

followed in dea]in<j^ \u‘t!i t!i4‘M’ fa-**.. 1? '.pfudally tliat 

officials of iln^ lovvej ij^radeN should b“ .<-! 1 tor deiiiiiro replies on specific 

points. A (*o»!-tan* li sboMld b“ o» lie* unn-^e rd the c^iKpiiry. 

Xoin Til ^ * 1 . . ku</ '< 1 , 

242* Registers and statements of complaints*- -A rt^ister 

of coinplainf^ ^\i^ be nnlntaoied llie Super iutentb nt , and the follow- 
ing (da^se^ 01 ct»ni[daii ts u HI in^ < ntered in it 

{(f i Ail (OinplainU re«t*i\ed diie<i by liiia iroin tbe public. 

{fn A^i MeopMMO'' enteifd in tln^ weekK '•falenietits of <*001 plaints 
M* <*^vm! iunn I t(u^ and stnotid i] i^s boa<l ]H)^t3nasters. 

(( AJ <oiHjdai!it^ lioui the juibla^ u*eei\e(l ibroii^li ^ub and 
biaiicb po>l nia'‘1»‘is directly ftubor<linate io the Saperhi- 
t»‘nd('n1. 

If.* Statements {»f conijrlaints in the prescribed form \ull be 'submitted 
numiblv by Stipei rntembnitN to the Head of tli(‘ (drtde in 'v\lucli will be 
entcrctl : — 

( 0 ) All coinpUuiit ‘5 reeeivtMl by the Superintendent direct from the 
public. 

{h> All complaints comniiniicated In -^ub and branrdi postmasters 
directly suboidiuate to the Sn]>criniendeut. 

(cjy, All compiainih entered in ilia -^enddy siatenvents of complamts 
received from sta-oml class bead oHices and Tnspectors sub- 
ordmnt<' io the Snpermtendoni. 

Superintendents will bo very careful to note that all complaints, whether 
spetdally repori(»d io the Read of the Cirfdo or not, are entered in the 
stateinonis of complaint and also in the register of comphiinls. 

TIL W e(dvly .^tahunents ot (*<»mplaints in the prescribed form will bo 
re<'eived by the Super iutendmJ frtun Jii.'-pcctors and second class posi- 
niasteis. Tht*se siatenn-nts should be cartdnlly examiTU'd, and the course 
t)f c*n(j!ii 2 \\ in t»arh <‘aso waiehed rrmn \\cek to to see whether proper 
actioii is talvi n and lea-onvlde priM^ies-. in (he ctuulmd of the enquix'y is 
made. 

rV. A l)icnik statement of complaints should not l>e subiniiled by the 
Kupcrinlendeiii to the Ih^tmasicr-Cieneral when there are no entries to be 
made in it, but a monioraiidum should be sent saying that no statement 
has been submitted, because it would hare been blank. 

243. Closing cases. — When a case is finally closed the Superin- 
tendent should himself write the wwds ‘‘ Case closed on it ami add his 
initials and the date. The Superintendent’s office should keep all cases 
that have been closed apart from the pending cases. Tbe wmrdvS Case 
tdosecl ” should also be wTitten against the last communication on the 
subject entered in tbe correspondence register or registers. 

244. Superinteadent^s correspondaBce when on tonr.~ 

When the Superintendent leaves his head-quarters on tour* he should 
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instruct the pc)stiiia>tei ho^v to dispose of aiticles addiessed to him. His 
office vshonld put ail cases, etc., loi the Superintendent in a hag, which 
should h(‘ addiessed accoiding to the Supelintendent^s instructions, and 
made ovei to Hie post office ioi despatch as an unusual mail. Coriespond- 
ence, etc., despatched by the Supeiintendent to his office should be 
similuily s<‘nt hy him in a closed l)ag, through the post office, as an 
unusual nitnl, echliessed to his office. 

245. Siiperintendent’s clerks. — The Superimendent will dis- 
tribute the duties of liis oltice among his clerks. A SupeiintendenHs clerk 
may not sign ])apeis foi the Superintendent, except in special cases when 
the Su])erini(‘iKlent may authorise him to do so, in order to avoid seiious 
delay and incoinumienee ; and, as an absolute rule, a Superintendent’s 
clerk is prohibited from signing any order of punishment or appointment, 
y hile papers i elating to leave and transfer, or any cornmnnication 
addiessc^d to an ofHcial in another Goveinnient Department may be signed 
by a (leik only vheii it is recdly necessary ferr him to do so. 

II. The Su])eriiitendent is not airthorised to take a eleik with liim on 
tour, unless lie tirsi obtains the Postinastor-Qenerars sanction. 


Note — Eci<h Su|M*iintonflont’s offire will be supplied yith a Cyclofctcle, if requhed, 
and the Postiaasi-ci (lOncial su}>p]y the Supi'iintotidHit on hib lequisitlon with piinted 

•foinib ot lomindtMb sanction oid(M^, etc , .uid oidmaiily yith any piinted 

correbpondence foini th.it the Supeiintendent may leijime, m oidei to xelie\e bis office 
CbtahliDhincnt lu \\oil.. 

246. Diaries. — Tlie Superintendent iruist keep u diary in which he 
should briehy describe the day’s work, and eirter particulars of his 
journeys when on tour, shoving clearly not only every post|pffice and 
mail line visited or iiisjmcled, hut also the name of every village visited 
(v ith the nanre of the post office hy vhich it is served), and the time spent 
at each ofKce and village. He should noti‘ in his diary the action taken 
by biui in cM'^e^ vluch an^ not of sufficient imporiance to reqirirc a separate 
rejxut, l)ui hu h should < omo to ihe Postniasiei-GeneTars notice. "Wherr 
in* is vd his liead-({Ua] 1( 1 s, 1li^ diatv should coni. ‘in ])aiiiculais of visits 
paid to ihe Jo(*al ])od edbe^e, and ol tests a]q)li<Hl. Details of inspeetions 
of post ofiii cs and nM])oitan1 inaiteis regaidii^g hie h Hie Superintendent 
subuiiis s<q)ai ite leiioif" io ihe I^ostinasi(u--(b‘ne5 al sliauld iiot be recorded 
in tlie diarv. l)ul Hi<‘ inspect Hou rcqioils oi sp^Hiul Kqauis, as Hie case may 
1)(S should be lebuitd io. The diarv Hiould l)t‘ kepi in a book, and a copy 
of tin* (uiliic's for the preei^ding vc*(‘k should ]h‘ ^ent to the Postmaster- 
freiiejal on file 1st, (Sth, KUh and 21th of ('aidi monili. 


\oi* Wbtii ‘'ubiintiu'- S di»i\ ^ » k* Li t Uio i, (lif* f^npeiintendent 

thciild ut \ b to it tiu b) h \ hi r coiOiit >t** — 

“ ( ’t !l !« d I h e i J o ^ •> hitt' i d n ‘fhtion list ])y udos 154 1 and 

1551 10 tu< 1\ I (h 'Vi / fhj} ( Ur niF \ obmia Hi cti 1} i int uiiod atid 

Tiiitton lip to (1 it< ’ 

247. Renor^c In -Rrljicli the improper or fraudu- 

lent nse, etc., of po'«tage stn:nps is detected.- -In iMst's in wliich 

tho iinprojx-r oi nsc of stamps, or the n Snso of service 

.stamjis, is fli‘ie(t((l ( i VnoencT': Xo. 9 in Volume T of tLe ManvaT), 
tlie pieliniiuMTv i nni' Io tlir Postmaster-General slioiild fnrnisli tie 
folIowiiK? pmt icul'”’s • — 

(1) The (late on vliiph the offence was coimnilteil. 
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{"I 1'1m* ]>()st (»ih( ♦ liK ii t ii * a^* <l‘ t*‘t t* d. 

|->; Aalue ol t1k<* 

IJ. Should it uot ho jHKNihl< th -< uailau aj-^ w 

! iiiiai \ U‘|>(n i , tlu \ ho(t!d b { n u '‘b* 1 oou * ^ l»o'* Im iotu. llic* 

isi ill 1 <H‘ lniiuv\ > 11 ^ ]‘. I tu ub> - M id 1 h< , ’ k ‘U * - 

• iUOiil uo ihf }ani-(d. 

*^j Tho < in ui i-tiPa « ui •!* <. 1 < i > iMU-Ml < n»o in bo in 

po^.M^.inn 0} ‘la i.aa|i“', i« h< < ^ i*ioi' m> Ma* la *'*-u - st* ui 

a M *K d !M|> nil a aid c ^ h * i 
*'») [jun Ml «nuMi oi [jaa lUid da ) tild* il aus , ^^a^ 

iii i ui <1 iiiid t ill* ill < u-s *d k - f < 11 i t li. 

218. Knni.i . report.- Ilu* SujaMiih ah « t ^ t ud -ubnr'i^ o\oiy 

yoai 111 iniUid npuii nn ilio iidiinui^l i uiu hi^ d \iduHi uitli tlio 
Libli' nt ‘'tidistii f sm Ait/ntniii // lo i/,i H i i <l -hintL], To 

buddiili* tiio piopuiidioii nt ihisiepnii b\ ldiUM*li im hi*^ ^lUdNair, rlio 
SujH'>ih *‘ndoid shonld iiulo in bis nii^uinianduin imnl , as Mi ‘N mi uJ, all 
ni iUiv ini])i)itini( 0 ni iiitoivst o(ni!M*(tod aa itli tho iidiiiiListraiion 

(d tin* (liAisioii oi iis Moik in any brant li ni [nidal bn ii os and uKo .uiy 

(liin^t‘s aliiMtin^ tin Matistic*il lelmns, Auth sink f‘\planatni,' nn<t‘s as 
may bo uoei'ssarv. 

249. Submission of returns.-'Tho inllowin*^^ is u l.ibb* of tbo 
poiiodioal U‘tmn'. *aiid dooiinouiis to bt* |)H‘|)aitd and ^uoniilit^ by 
Siijioi iniondents : — 


De'mptiun af rttioii. To wiiom ‘'nbunltGil 


(1) Diary Posfuii&ter-UiMifral 

(*2) Appimitnumi rob . . ^Postinader-Gant^rd. 

bn Alotr If t t’oao tUoru nf . Pa'-t'iuMt* r-tb'nertl. 

t4) Prapti itiuu Mit naiii of Po^fmastel-l^^‘uoraI. 
mr»n«o<»n cIhm 

^r>) hu M r unitutiou list , . F^o-^trainto-Cioucr J. 

(M) t Mpy f»f piiih'-lpiii'nt roro- Poitmi'-lor-Of^noral. 
iLV, ' 

(7) Extrnt iroin p’i3Mlinfjoii1 PoHfm o‘*’**r of head 
i n tor » IFa o 

(SI Trdnit lor fonii if pii isl A{ nuiarar, Sio‘lv 
by Snpcni.tni lent uid iKpSt. 

Inspect A V 


(9) Xio poet ion report . . Posimister-Oonerai. 

(10) Terificition r<‘x> )ir . . Po-'tini4eP-Gonoial. 

(11) Number of iuspe< lions . Postmaster General. 


(12) Innual ropfirt . . Po'^tm ie»ter-<tonerul. 

U‘3) St liement of 1 <‘st 1 dtors 1 Postm isto» -< .ener •!. 
po^ted in Jetler-boxes. 

(U) Stitemout of fompbiintb . Poatm*ist»‘r-GoDoral. 


rfiiod. Dati^ of feubmi^'i! »n. 


I \A <*e’ ly . .It, bth, nith and 2tth 
1 I of eo*h mouth. 

I Monlbly . . Isl ot each month. 

i|{»iithly . . Ifdh ift oich month 

ulj . . 1st April. 

AVnilv . . j Is** Scplemhor. 

Monthly . , M^t of « a n mouth. 

S Monthly . j ‘*lo h of e loh mouth. 

. lUlt-jeuly . I ‘»s to reu h the Stock 
I { T>ep>t not latfT than 

the lihh .T 11)10 and 101 h 

D< eemher in eaeh ye r, 
or such other d itos an 
the Po?itui.isfe0i-(ajnuril 
i ni'iy prf'senhe. 

S(r rul'd 3S7 Immodwtoly after e.aeh 

au<? MS.0. inspectio . 

iS'cridc2V9 . Imuodu.My offer each 

v<rifi( itiuru 

Quirterly . tfdh of the menlh folloAs 
inp; the close of the 
ijirirfer. 

Yearly . . (»f April. 

Monthly . . . I’ho If ft hi if tho follow* 

ins* month. 

Monthly . . lOdi oi Qtch month. 


% 
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description of retarn. To whom sabmitied. 

1 

Period. 

Date of submission. 

1 

(15) Return of pen^siou Po^tmd.8ter-General. 

Monthly . 

Ist of each month. 

and gratuity } 



(16) Statistical return ol aub- Po&tma&ter-General. 

Yearly . 

1st September. 

offiCHN. 



(17) Statistical 1 1 turn of denart- Po'^tmaatfer-General. 

Yeaiiy . 

Isfc September. 

mont A 1 branch offic'^s. 



(18) St'itistioil return cf ovtr.i- Postmaster-General. 

Yearly . 

1st September. 

dopaitm^^ntal branch 

OfhCDS 



(10) Inspection report of the Postmaster-General. 
Superintendent’s offico. 

Yearly . 

1st July. 



(20) Value returns in respect of Postmaster- General. 

Twice a year, 

The second or last if 

efitabliNhment-J not finally 

or more fre- 

more than two are pre- 

taken over a's Imperial. i 

quently if 

scribed should be sub- 

prescribed by 

mitted not later than 

1 

Postmaster- 

10th October. 

' 

General 



II* Wheneyer the date for the submission of any of the above returns 
falls on a Sunday or Post Office holiday, the return should be despatched 
on the next day. 

250. Eetiirns received by Superintendent.— The following 
is a table of the periodical returns that should be received by Superin- 
tendents : — 


Description of return. 

From whom 
received. 

Period. 

Date on which j 
rotn miss due 

pat?’h\°a hpibe disposed of. 

officer snb- 
mitting it. 

(1) Diary of Inspector 

Ii'spocior 

Weekly * 

! 

. 1 

1st, v9fch. 16th h 

L and 21th of ' 

I eioh month, j 

(2) Copy of pnnish- 
ment r<* lister. 

Inspector 

Monthly . 

1st of .each 
month. 

(3) Appointment roll. 

Inspectors 
and post- 
masters 
subordinate 
to Sur»oiiii- 
tendent. 

Monthly . 

1 

1 

1st of each' 

1 Month 1 

1 

! 

(4) Copy of punish- 
ment ro^istor. 

Postmasters 
subordinate 
to Superin- 
tendfti t. 

Po*^traastor or 
anb-]>ost* 
master of 
terminal 
offiico. 

Monthly . . | 

Ipt of each j 

1 month. I 

1 Piled in Superin- 

(5; lime statement . 

Monthly . 

1 

iLo.t day of ton-font’s offico. 

1 each month. 

I 1 

(6) Inspectit a report 

Inspector 

See rule ^S9 . 

1 Immediately i 
[ after each in- 
1 spectiim. 

(7) YilLige return 

Inspector 

Half-yearly . 

1 

i 

1st February 
and Isi Auj?- 
ust in each 
year. 
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3 *' iw 4)'i V 11 oi 


i 


Tk^*uiu 1 - d ie 


D^'^rxiplion of Fr *m wl urn 

return. n***oivoii. 

Por.v . 

* i i V 

p J h d hy^tlo 
< tfi '( r *'ub- 

UoA’ difijju-'f d of. 



n lit.nJT 
it. 



(8) Vulae retarM in Txtsi)0 't>r 

li<^hnKiAt'' not 
6n'iUy fcik n 
ortr *is Imporia.1. 


j r%*c A v< ij, 

I « r niMn* 

I < 4 , -f 

!>•/' <’*•? > fl 
kVnfc ter- 
lal. 


(9j lu(i>nt« fu- tn* tur? 
in (iriiAin^n 
(\hftn pro riri* 
€t* t y fe Po'Jt- 


Pu tm> L) r* 

an i 6 lb- 1 
pO'^oma- tera.j 


H iif-yi*arly 


(10) Blanks of over- Iu»p(‘Gtor 

8 TH. 


(11) Slat ‘ra«‘nfc of Iiwp «e t o r R 

coiupkmts. an i m*c tn<l 

Gla«8 p fit- 
ma« tors. 

(12) S*al’om''nt of tost Inapootyr . 

lot <*r« p »st d in 
lot I or bov‘S. 


Weekly . 


WcjoMy . 




I o -4* oi* 
1 « t il » .or' 
tt in ( <v ) ir'> 

n o t Cii * it 

w . » »i i r * 0 . 
tb«» “ujH nn* 
t I 0 n ' vi 
i ‘r in 

2‘MU StjOlM.- 

So t T » r^-ioh 
tfio Snpjr.ii- 
t^n.derii n t 
It 4‘t than fho 
.Inn* and 
Ifit Do ‘oralo'r 
in eadi yoxr 
or uthoi* 
d tt( M an ihc' 
l*OHfcm T^tor - 
(kisoril m ly 
pr» scnb<‘. 

5 h, Uth, 20th 
and 8th of 
Ofco i n 0 ith. 

I'.t, Hht ICtU 
fil'd 21ti tt 
(4>cli luunth. 


Ko wu'dod )H< >t- 

im ter < »enHrai 3»< n 
iitn tiiai torn OeSo- 
I or. 


Orijrl^al for^rardod to 
hto ‘k -o 

aflt ti7 roach tht» Mkek 
depdi. not lat r 
tha I thf^ iota dur a and 
lO.h l> coinbnr, ot mwh 
o' ho' dat s as the Post* 
miHb i»<^euoial m»y 
pro-cni'o, and duph- 
rato retimoi to jn» 
deutinjf office 

EotarJiod to Ia«peci< r 


Parfei'^nlarq i » be ont r 
in comt/laat re^^isbor 


Isi i»f each Pa’-tif'uVirs toh<'» inelud- 
monih. od ia S ipo lalondeiifc’R 

Biatemont t'f tost 
j le tors (oid« Note to 
> rtlt* 2 3). 


II. Whenever ilie date for the submission of any of the above returns 
falls on a Sunday or Post Ofliee holiday, the return should be despatched 
<n\ the next day. 

251. Punctuality in submission of returns.— The Superin- 
tendent s]n)uld iuHist t)a (he returns due from his subordinates being 
forwardtsl to his o(ii(*(‘ on the prescribed dates, and on insp(^ciion reports 
being submitted immediaielv after the inspection is completed. Ho must 
also be putudual in submitting the periodical returns duo froni his ofliee. 
Kotbing tends so much to develop u lax and irregular system of working 
in a division, as inattention to prescribed dates and want of punctuality 
in the submission of due docuuu'uts. 

Kotc. — tAThen £>ubiTiitting duo return^,, a forwarding letter is not necessary. 

252. Statement of budget allotments for contingent 
charges, — The Superintendent should keep up a statement of items 
Hanctioned by himself (see rule 148) or by the Postmaster-fireneral against 
his annual budget grant for (1) office furniture, including repairs (local 
expenditure), and (2) office contingencies or iniBcellaneous (local) ex- 
penditure. He should see that the outlay sanctioned does not bear a 

H. 
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bighex proportion. to his toial allotment for the year than the period that 
• has passed hears to tlie Avliole yeai. 

253, Director-Generars circulars. — Circulars issued by the 
Director-General will be received through the head-quarters post office of 
the division. 

254. Postmaster-GeneraPs circulars. — Circulars issued by the 
Postmaster-General should be filed in a single guard-book distinct from 
that for the Director-Generars circulars. Care should be taken to correct 
or cancel previous circulars when necessary, on receipt of subsequent 
circulars. When the indexes of extant circulars are received after the 
close of the year, all circulars not entered in them should be removed 
from the guard-books and disposed of as waste paper. The Superin- 
tendent will bo held responsible that orders issued by circular are duly 
carried out by his subordinates. 

255 Disposal of records. — All the records of a Superintendent’s 
office should, at the end of the third year after the year in which they 
originated, be destroyed by fire, with the following exceptions : — 

(а) Postmavstor-Genorars circulars, the disposal of which is gov- 

erned by the preceding rule. 

(б) Cases wliicdi are not completely closed. 

(c) Copies of sorting lists, memoranda of distribution of work and 

other documents supplied to post offices which have not 
been superseded. 

(d) Inw’ard and outward registers of correspondence with the Post- 

master-General. 

(e) Maps. 

(/) Ptegisier of sanctioned establishment. 

(g) CliaradiT slioets of officials in service and of those who have 

abscond <"‘(1. 

(h) GrnJiiion list. 

(z) Copies of Office Mcnuial, Codes, and other sets of rules 

supplii'd to the Ruperintendeni which are not obsolete. 

ij) OldiT book. 

II. Maps and regiders of haiictioiied (‘Sta1)]i>bmenf should bo preserved 
for a year after mw om'? have been pi(q)ared, and eoirespondeiice registers 
(oilier than tho'^e imnitioned in the preceding paragraph) should be 
destroyed after the expiration of six years. Character sheets of officials 
who have died, rosio*ned, retired, or been dismissed should be destroyed 
after three venis umhr the preceding paragraph; but the character sheets 
of officials in service * nd of those who have absconded should not bo 
destroved vitliout the special permission of the Postmaster- General. 

256. Annual irsnection of the Superintendent’s office.— 

The SupeTintcTHbni^ lar^t ihoroiighly inspect his owm office at least once 
a year in accord^mci^ v idi the questions contained in the standard form 
of inspection report \n inspection report should be submitted to the 
Postmastcr-nenerd no! der than the 1st of July of e«'^ch year. 

257. Order honk of Snperintendent’s Ofiftce.— The Superin- 
tendent will keep an order hook in the prescribed form, in which the- 
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8xiperinLh‘n<l(‘iit and other inspect cdlicor^ will record their reinarka 
and fader- utter iiispecding the oUice. The Supenatendeiit ]H‘i%-»onally 
responsible that any aetion ieqnii<*d by the nanarks or aiders ot ir^^pee1 
ing ofHe(*rs i>s promptly taken. 

II. The order hook will 1m* l.epl in the peisoual custody ot the 
head cleik of the oiliee, who should see tiiai il does not get damaged. 
Each order book Las serially nniubfaed pages. The ^tdinl remoVid 
of a j)age from an order book will be regaided as a serious ohVn(*e and 
render the offender liable to dismissal. 


Books, forms, Jind articles of stock. 

258. Authority of Superintendent in respect of stock. - 

No article ol stock may be supplied to a po 4 oiliee uinlei* the Supi*iin- 
tend<*iit’s (‘ontiol ^^ithou{ bi-> authority: nor may any <lamaged or mi- 
servi(*eab!t‘ arlicb* be sent to the stock depot, rf‘]>airi*d, sold, or destroyed, 
or any sin plus aitiele be transferred from one post <d!lee to anolher. 
wit bout the aiilbority of the Super in ten deni. 

1 1. When a hraneli office is inspected, the iuspeeting officer is required 
to prepare the invoice for any articles of stock which lie considers should 
he returned as unserviceable to the stoi'k depot ; but if the Supei ini(‘mlenT 
is not himself the msjiecting officer, his authority must be obtained belore 
the articles are actual I \ ret urmnl. 

Notr. — “A rticles of .stock” cumpriM} furniture, btainp^, sols, .>>. .ilf , Uat(i buv , 
bags, and every other kind of article used in post rdrn*es, oYiopt hooks ,irai tuini. oOui 
than thoFf> whuh aio under the tudeis of the Po&tmartior-Uciicr.il to bo . jx'Lnilly mdiidtu 
in the term. 

259. Supply of articles of stock. — Indents and r(‘<(uisitions for 
articles of stock for the use of post offices subordinate to ilie Superhi- 
tendent wdll be prepared and submitted to the Superintendent by the 
office requiring the articles; but a branch postiriasicT wn'll not ordinarily 
prepare indents for articles of stock required for his offic(\ Whim a 
branch office is inspected, the inspecting officer should prepare an indeul 
for any articb‘s of stock that may be really \vanh‘d. It the Superin* 
tendeni is not liimself the inspecting officer, the indent wdll be submitted 
to him for count er>ignature. In any sudd<‘ii emergency, howtwor, sucli 
as the loss of a staiu]> or seal, a branch postmaster may prepare an indent 
and submit it to the Superintendent. Indents wdll in all cases be 
submitted to tJu* Rujieriiitendent in duplicate. 

II. Articles of sto(*k are obtainable either from the stock depot or by 
purchase in the local market ; but, as a gcuieral rule, no article which is 
ordinarily supplied by the stock depot should be procured locally. 

Note. — The following clas&os of arU<*les must bo obtained on indent from the &to'^k 
depot : — 

(а) Beales and weights. 

(б) Stamps and seals. 

(c) Locks. 

I'hc PostmahU*r-(k*nera] will, however, be at liberty, in npedd cases, to purchase l0(‘ka 
locally, when this may bo found to be necessary or desirable. 
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260. Disposal of indents for articles of stock. — When an 
indent for articles of stock is received, the Superintendent should satisfy 
himself ihat the articles indented for are required, and if he cannot do 
from personal knowledge of the stock of the indenting office, he should 
make such inquiries as may be necessary. He should be careful to pass 
only the number of articles actually required. 

II, If the indent includes any article of furniture, this should not be 
passed, unless the Superintendent has lately inspected the indenting office 
and is satisfied that it is needed, or until such inspection is carried out, 
or unless the Inspector has inspected the office and certified that the article 
is necessary. When an article of furniture indented for is passed, the 
Superintendent must write a note in the Remarks ’’ column of the 
indent forwarded to the stock depot, stating that the indenting office was 
recently inspected (either by himself or by the Inspector) and that he is 
satisfied that the article is needed. In the absence of such a note, the 
stock depot will refuse compliance. 

III. If the articles are to be supplied by the stock dep6t, the Superin- 
tendent should enter in the indent the number passed, countersign the 
indent and forward it to the stock depot for compliance. If the articles 
are to be vsuppliod by local purchase, the procedure laid down in the next 
rule should be followed. If the Superintendent strikes any item out of 
an indent, he should inform the indenting officer of his reasons for doing 
m. 


IV. If the articles are supplied from the reserve stock in the Superin- 
tendent’s office or hy transfer from another office, the indent should be 
forwarded to the stock depot with a note in the column for remarks to the 
effect that this has been done. In all such cases the stock depot will 
issue properly numbered invoices to the offices concerned on receipt of 
this intimation. Indents for bags should be very carefully scrutinised, 
so that neither an unduly large number of bags nor bags of unsuitable 
sizes may be passed. 

Note. — When nrticles are supplied to an office out of the Superintendent’s reserve stock 
or by transfer from another offif^e without a regular ind^'nt havinir been pieviously received, 
the Superintendent shncld tend intimation of this by letter to the stock depot, rfvinpj the 
name of the offire and the number and deecription of nrtirles supplied. In these cases two 
properly numbered ‘n voices will be issued by the stock depot on receipt of the intimation. 

261. Disposal of requisitions. — When a requisition is received 
for arii<*les which can be procured in the local market more conveniently 
than from the stock depot, the Superintendent after carefully examining 
the requisition to see that each article is actually required, and that the 
estimated cost is moderate and reasonable, should take such action, or 
pass such orders, as he may couvsider necessary. If the estimated cost 
of an article does not exceed BIO, the Superintendent is authorised to 
sanction the purchase; but if it exceeds that sum, the previous sanction 
of the Postmaster-General must be obtained. A copv of the Superin- 
tendent’s or Postmaster-General’s sanction should be furnished to the 
office from which the requisition was received and to the head office con- 
cerned, which will, if necessary, advance the required amount out of its 
permanent advance for contingencies. The vouchers for the expenditure 
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will l.f iorwardod in ii,,* lu-ad ,,1 i‘} 

nicludcd in tlic coniinifciii i lil. 

ir. WJit'iK'vcr ajflcins (d vjot,. .. 
purcliasp, tJio Superinti‘iid..iit d.f.uld 
the siook dnpot, injf Iht. i ft* 

tioti ot ilu* a3ii»I(s ''ipjiL d. In ..l) s’.. i 
iuv(d(v..!A,H! 1,. Is.urdi,. Ik. -'n<kd..;w i .'it, 


mj 


f t u 1 j,.h if 


is 


<-<> -’i|.pi:t.d in a I o:„n I,.. 
M'la! iTiin.iaTuu <„ tni iiy 


i 


If 


‘ i’l* 


required by SiTporbifccu denis and insrinn 

tOlS,- -Ariirlis f)i ’}s» ^ I *, { ^^P6C« 

111*' DOC i O IN lITHiff it- I,*, i 1.4,.*. J 1 ... 1% ^ ^ 


iii-pw-iors uiidnr Id- cnnMol may h,- nbiidtjcd !.v f i.a ‘^uimiViiimu! 
indent Inmi ilm s-(uk d-pkt nr l,v !o<m 1 imi< 1 .J. 1,. (lie 1 

poMmasItT sv ll, \,i’h.(i iiuiiidicd with U . r.nu-.'i niill.ni'il th„ 

tlit* umniDii f lid onj oi lit, co]iin-<p(ht ,ind 


... - ^ 

-hni.ld i, ..... i„ ja„i iu snppnrt ni llm'il. ,i.’‘ria.a .t 
(•oniin<rfr.t hid. '* 


in ihn 


2^3 oupply of forms.-Whon. nndnr llm nid. ,s ni tlm IV,.i, , . 
(.em-iai tn- .S.ipenntcmlm.i is n-quiml rn cnnniei-hn, tin- i • , 
mdnnt, inr ,nnns prnp.-m.d l>y head and snl, nlH.-as mid..,. ],is n.ni 'ni ’ r' 
head nliices m ilio division will colleel the iiident.s pieparc.I hy ilinii’ i“’ 
nflices, and after cheek forward hoth copit's {oritfinai and'dntr 
together with hoth enpies of their own imlLits, io the Siipi-rintei .‘m 
.‘onntersignalm-e. Sniulurly, the indents prepa.ed hv s d !, ‘ 

aceount with hrst clns« head ofliees ^hieli oie, nmh.r the ordeis , f n'“ 
Postmaster-Ociipral. to he eouniersigne<I hy the .Superiniendeni 
nnllected hy the postmaster and sent io the R.iperintemhml ior dk. f 
riio SupornitoiidoDt should curofully oswainine each iudoiif to mm* tlvir/i ’ 
number ot each torin indented for is not in e.tees8 of ihe reonironmni ^^i 
he office ; he should eider in the appropriate column of iioth the ork h " 
and dup mate copies oi tin- indent tho number passed, and then eS '''* 
.Sign both cmpies The original indent should be forwarded i , Ihe aT 
depot in sufficient time io reach it not later than the lOth of the 
wJueh tl**' nident was due to he received hy the vSuperiiitendenf ^ti"' 

duplicate should he returned to ihe indenting office. * 

, fhe u.se of the Sujieriiilendent and his Insnpei 

should he imlented for hy the Ruperintimdeni in half-ye.ujy 

n^“i'nn "i” ‘ to reaeh the stock depot iiot'l.ih.ftl**'’’ 

iho lOtli 4 uBo and 10th D(‘cembcr in each yt^ar. ' ^ 

i (Uiti^s prt^Si rihpfi f<»r the hulimiRi idu hv hcifl r»f » 

to tho .Suponntomh.nt vmU onli.utilj- l.e mkU thiit the wlen^vill i.t.. K tk 

on the Ist .June and iit Dofombei in e.ifh vo.ic- l.iit uhTre I.V, .V k.“ ^ 

change in these dates desirable, the l*ostm.i,t?a (Je’nlral iviU piVibe oth;^^ '‘•"'J-'r a 

4 to be painted once a year.— The Si.r, • 

ieudent should iirrango to have everj’ leticr-hox iu hi.s division rS,?u ?' 
painted at least once a year. Tho postmaster of each head oSice^lmil’l 
be authorised to make contracts, if possible, with some one to pah t S h 
boxes pder the head office and its sub and branch offices, threonw®"' 
being instructed how io prepare and use ihe paint and ordinal fh he?®^ 
supplied With the paint and brushes. ■" “aaiiij bey^g. 
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^ II. Wlien tile wliole work cannot be done by contract, tbe Superin- 
tendent should make such arrangements as he may think best for the 
painting of the boxes. 

III. Eed paint and brushes should be kept in store at each head ofiB.ce, 
and if not procurable locally, may be obtained on indent from the stock 
depot. The following instructions should be followed for preparing and 
using the paint : — 

(а) To one part of paint (red lead) should be added two parts of 

boiled linseed oil, one-sixteenth pari of turpentine and one- 
eighth part of copal varnish. Por instance, to 80 tolas of 
paint should be added 160 tolovS of oil, 5 tolas of turpentine 
and 10 tolas of copal varnish. 

(б) x\ll ihe ingredients must be well-mixed. 

(c) The box should be well scraped with a knife, edged stone, or 
piece of broken glass, and then two coats of paint should be 
applied, the first coating being allowed to dry before the 
second is put on. 

265. Letter-box locks, — The Super intendent should always carry 
about with him, when on tour, half a dozen Aligarh locks of the size irsed 
for letter-boxes, and make a point of examining the lock of every letter- 
box he comes across, replacing the lock by a new one when it is found 
broken or out of order. Tbe Superintendent should keep a small stock 
of locks at each head office under his control, and encourage his sub- 
ordinates to report to him at once when new locks are wanted. 

Notk. — See Note tinder rule 260. 

266. Iron safes to be painted when necessary. — The iron 
safes supplied to post otticos should be painted when they need it — green 
outside and red inside — to prevent them from getting rusty, and the 
Saperintendent should authorise postmasters and sul) and branch post- 
masters under his control to have tliiis done. When paint cannot be pro- 
cured locally, it may he obtained on indent from the stock depot: see 
rule 2G4-III, for instructions how to ]>repare and use the paint. 

Superintendent’s work at head-quarters. 

267. General remarks, — As the Superintendent’s head-quarters 
will ordinarily be at a station wdiere there is a head office, the following 
special rules are laid down lor his guidance W’hile at head-quarters; but 
they do not relieve him from the periodical, contiimoUvS, and thorough 
inspection of the office at his head-cpiarters wdien that office is under his 
control. These rules also sho^v what a vSuperinteiidont is required to do 
when he visits any other head office. When it is stated in the following 
rules that the Superintendent should take any action regarding irre- 
gularities that he may notice, it is assumed that ihe ofiBce is under his 
control. When the office is not under his control, he should merely point 
out to the postmaster any irregularities that he may notice. 

268. Supervision of post oflftce at head-quarters.— The 

Superintendent is required frequently to visit the post office at his head- 
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qiiaitei^. He y]ioul<l soiuef ])‘ay Jiis visit dui ing the i>us\ liuiirs of the 
day and wateli the work with tli<‘ puhlie in eatdi (h^jeaihaent ; at other 
times he should he present ^^h^ul iiupoilani mails are «lelivered or prepared 
for despateli; and he should also at lime- \i>i1 the oiiiee in the evening, 
\^hen the accounts and oIIko a?e uhout to he eh^se*!, and see ihe cash 
counted and rhecln^d with the lesul odi(< summaiy aiLd treasurer's cash 
book, which he shouhl initial. Wluunner h** I- pies^v^^ Jjj at the 

time the jmsimaster is exiuniriing the ue ^h*iii!d ‘'tn* whether the 

'work is done prop(‘ily and thoronghly. 

269« Arrangements for deliTery.- The Supmiutendent fthouJd 

pay particulai attention to the airaiigemeut> loi the deiiveiy ot articlevS 
to the public. Tin* iirst and most imporiunt [toini to |)e insistisl upon is 
that there should be no delay in the delhery ot paid and r<‘gistere<l letters. 
The early di^llvcuy of ])arcels and unpaid ait if ,jnd the payment of 
money orders is ot se(*oiidaiy importanee, ihougli esert nitist not ho 

snhjeeled to any avoidable flelay. The Huperintendeiit sliouhl he<* that 
the djstnhutifUi of articles to the postmen proteeds in a lajiid and orderly 
inannei, and that, as soon as the distribution h completed, the postmen 
b‘a\e the olHce and proceed on their beats. The window fleliveiy will also 
Kspiire the Superintendent’s attention, and he should see that articles 
for vliich orderlies or messengers are \vaiting are handed diied to Ihenu 
and not through the postmen. 

11. As the efficiency of the delivery depends in u giCr^t inv'a'-uie cm ihe 
p(»stmen, the Superinbuuleni should see that the men appuintiHl for this 
work are trustworthy, intelligent, and physiially lit tor tladr duties, and 
sliould be very strict in dealing witb any postman who is proved to he hxzj 
«u negligent. If the numlru* of letters returned as undelivenible ex- 
cessive, the Superintendent may depute an Inspector or otlnu* subordinate 
to test the postmen's work b\ endeavouring to trace the addressees of 
letters whi<m ha\e been finally placed in deposit as undelivcrable. 

270. Exammation of deposit case.— 'Wheutver the Ruperin- 
ii ndent visits the post ofii<'e, lu* should inspect the contents of the dejmsit 
m^e, in order to ascertiun whether any lettiU'S Imve been retained in 
JejHwit unnecessarily or beyond the prescribed peuiod by (dther lie* head 
oitice or any of its sub or branch offices. He should rnale^ imiuiries %vith 
tlu^ object of discovering vvlmther letters are returned l>y postmen and 
phased in d(‘posii ^\ithout sufficient care having been taken to trace the 
addrosse{\s. Should any instances of tliis kind be detected, lie should 
further endeavour to find out whether the postmaster and deposit clerk 
have taken any steps to test the po&tman’s work or rectify his negligence. 

II. In cases where the addresses on undelivered letters are full and 
complete, or where instances of neglect of duty, on the part of postmen 
are frequent or give rise to complaints from the public, the Superin* 
tendent should adopt measures to detect the offenders by the application 
of one or olher of the tests described in rule 282. 

271. Opening of station mails.— Wlumev^y the Super btendent 
is in the office at an hour wlien an important mail is to be delivered, he 
should see the bags opened. He should examine the paid unregistered 
.articles received for delivery, in order in see whether any are inaufficie^jitly 
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"paid, and if tliere are any, compare the total postage to be taxed on such 
articles with the daily ayerage postage taxed by the postmaster, calculated 
on the entries in the error book for the preceding three months. If any 
considerable difference is observed, the fact should be noted in the 
Superintendent's diary. The Superintendent should also examine all 
missent and misdirected articles taken from the station mail bags and 
note such of the irregu] arities as may be deemed necessary in his memo- 
randum book. 

272. Closing of mails for despatch. — When the Superin- 
tendent is piesent in the office at an hour when an important mail ia 
under preparation for despatch, he should take the opportunity to watch 
the work done in the sorting department, with special reference to the 
stamping of aiticlos cleared from Ihe letier-box and the defacement of 
the postage stamps borne by them. He should examine the contents of 
some of the mail bags after they have been packed, in order to detect 
missendikig and other irregularities, and to see whether insnfficiently paid 
unregistered articles are properly taxed with postage. 

273. Examination of sorting clerk. — The Superintendent 
should occasionally examine all the clerks employed in the sorting depart- 
ment, in order to test their knowledge of the sorting list. In an office 
where only one sorting clerk is employed, one of the other clerks should 
be required to commit the sorting list to memory and make himself 
proficient in sorting, so as to he qualified to take the sorting clerk's place 
in any sudden emergency. 

274. SuTb-account department. — The duties of the sub-account 
clerk are among the most important and responsible in a head office, and 
the Superintendent should therefore pay special attention to the snb- 
account department. He should see wffiether articles are missent by the 
sub-account clerk to sub and branch offices and carefully observe the sub- 
account clerk’s work, especially in connection with tiie preparation of 
acconnt and branch office bags for despatch, and the disposal of the 
contents of account and branch office bags received. Ho should examine 
the sub-office and branch office summaries and some of the daily accounts, 
to see whether mistakes iuad(' by sub and branch postmasters are duly 
corrected. 

275. Departments that deal with the public.— The Superin- 
tendent should sec that the arrangements made for the transaction of 
business in the departments of the office urhich deal directly with the 
public, especially the money order and savings bank departments, are 
satisfactory. The public should be afforded every possible convenience 
for transacting btisiuess, and the Superintendent should see that they are 
not subjected to any avoidal)le delay, and that they are invariably treated 
with courtesy. 

276. Error book. — At every visit to the post office, the Superin- 
tendent should call for the error book and examine the entries since hm 
last visit. This will give the Superintendent some idea of the efficiency 
of the post office establishment, and also enable him to observe the* 
working of other offices in tho division wdth which mails are exchanged. 
He should satisfy himself that the error book is regularly written up by** 
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testing the entries with notes of ii regularities vvhicii have cojiie to bh 
notice from other sources, or which ho has made in liis memorandum 
book. 

277. Postmaster’s order book.— At every visit to the post office, 
the Superintendent should call for the postmaster's order book and 
examine the entries since his last visit. This will show the Supoiin* 
tendent to what extent the postmaster apjdies tests to the working o£ bis 
clerks, postmen and village posimon, and geneiallr h ether he takes an 
intelligent interest in the working of his ofiir^n 

Tests. 

278. Object of applying tests.— The RnpeiinleTident \ull find it 
always useful, and sometimes necessary, to ap]dy tests v^ilh tlie object ot 
detecting malpractices, or of satisfying him«('li that the olhcLils m the 
post offices under his control observe rules. Tests ajjplied «‘liould be noted 
by the Superintendent in his diary. 

279. Test on unpaid postage credited by bead ofilces.^- 

When the Superintendent is present in. a head office under h\^ control at 
the time station mail bags are opened, he should calculate the postage 
due on the unpaid articles of the letter mail received tor dtdivery from 
the head office and its sub and branch offices, and compare the amount 
with the daily average credited by the postmaster, calculated on tlie 
entries in the letter postage account during the preceding three months; 
if there is any considerable difference, an explanation should be Fought 
and the fact should be noted in the Rupetinten dent’s diary. 

II. Whenever a Ruperin tendent has reason to suspect that a post* 
master fails to afford full credit for the postage due on unpaid articles of 
the letter mail received for delivery, ho should apply tests to the honesty 
of the postmaster by taking note, w^henever he has an opportunity, of the 
postage on articles despatched to the ofKce, in the presence of witnesses, 
and securing, if necessary, the co-operation of other postal officials. 

Note. — When the head office to be tchted receives unpaid station aitiolog. of the letter 
mail fiom more than one office, or from an office outhide the Supeiintcndenl’t juii ^diction, 
—and this will j^enerally be the case — it will be necessaiy to sccuie the ru operation of 
other postal officials, because, for the test to be complete, notes of the po&i<i!7c due on ad 
the despatches received on the same day by the head office to be tested must be kept nt 
all the despatching offices and sections, so that the agc^iegate po.stage duo on all the 
despatches may be compared with the entxy in the letfct r postage acmunt. 

280. Test on unpaid postage credited by sub-offices,— An 

unpaid letter intended for delivery at a sub-office may sometimes be sent 
to it among the paid articles, either from the head office or from another 
sub-office, with the object of ascertaining whether the sub-postnia$ter 
acts in accordance with the rule requiring him to credit the postage due 
on unpaid articles so received as postage taxed. This test should be 
applied if it is noticed that a suh-office seldom or never credits postage 
taxed by it. 

281. Test on forward postage. — Whenever a Ruperintendent 
has reason to suspect that a head office under his control takes excess 
credit for forward postage, he should apply tests to the honesty of the 

♦ • 
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postmaster "by taking note o± the postage due on forward bundles made 
up by the oftice, in tlic presence of witnesses, and seeming, if necessary, 
the co-operation of othei postal officials. 

Kotb. — ^When tLe head office to be tested makes up foiward bundles for more than one 
office or ioi an office outside the bupeimtendent s juiisdiction, — and this will generally be 
the case — it will be ntcessaiy to secuie the co opeiation of other postal officials, because, for 
the test to be complete, notes of the postage due on all the ioiwaid bundles made up on the 
same day by the head office to be tested must be kept at all the leceiving offices and sections, 
so that the aggiegate postage due on all the foiwaid bundles may be compaied with the 
entry in the deposit account. 

282. Test on delivery work of postmen. — The Superintendent 
sliould frequently apply tests to the delivery work of the postmen. The 
following tests v ill often be found useful : — 

(1) Letters healing fictitious addi esses should be posted and measures 

adopted to secure their teaching, in the ordinary course , the 
hands of the postman vhoni it is intended to test. If these 
letteis are not brought back as undeliverable, there will be 
a strong presumption that the postman has made away ^ with 
them. 

(2) The Supeiiniendent may aiiange that letters addressed to 

actual residents are specially noted before they aie handed 
to the postman, and subsec^uent inquiries made fioni the 
acldiessees vill show A\hether the letteis are duly delivered 
or not. 

If the Supeiintendent has reason to suspect any partieulai postman of 
neglect of duty in rogaid to the delivery of letters, one or both of these 
tests should he applied; and vhen actual dishonesty, such as the mis- 
appropriation of the contents of letters, is also suspected, some valuable 
enclosure (maiked for identification) should he placed in the test cover. 

283. Test on clearance of letter-boxes.— The Superintendent 
should frequently tost the punctual clearance of letter-huxes by posting 
in them test letteis oi ]>()sttaids addiessed to himself, or having such test 
letters posted by his Insjjectois oi otlmr subordinates. It is specially 
necessary that this tosi should bo applied whenever the Superintendent 
has reason to suspect that a letter-box is not punctually cleared. 

IT. The Supeiintendent should also satisfy himself that hours of 
clearance have been fixed by the postmasioi in accordance with the 
instructions laid dovn in lules 31 of Volume I and 28 of Volume II of 
the Post Office Sltmiial, and that the movable plates showing hour, or 
date, or day, of next clearance are systematically used. 

NorE— -Ali tests on ck nance oi lettot boxes applied by Inspectois, as communi- 
cated in iheii montliK staitMuents of test letteis, oi by oinei suboidiiuxtes, as communicated 
in their diaries, should be jiu luded the Sujieunlendent with his own tests in the monthty 
statement which has to be submitted to the Postmasioi Oeiieial on the 10th of each month 
{tide item 13, lule 249). 

284. Test letters. — When complaints are received of the loss of 
unregistered articles, specially vlien the ai tides are alleged to have 
contained valuable pioperty, and it is impossible to say vliere the loss 
actually occurred, the Superinteudeuf will often find it xisefnl to post test 
letters witli the object of tracing the oftenders. As a rule, the Superin- 



SUPERINTENDENTS OF POST OFFICES. 


Chap, 2.] 


187 


tendent sliould secure tlie cu-opeiaUou oi otluu niluials to 

guarantee the posting of the test letter, and to watch ils cenu^^ thumgh 
mteriuediate othces to the ohice ot delnery. 

Tours and inspections, 

285. Touring season. — The inspection of tin* yo^i offices under his 

control is one of the cliiet duties of u Siipeimtendent, and, in older to 
perform this duty efficiently, it is iieces^aii that iie diould ^'pemi *i largo 
portion of the year on tour. In many paits of India ihvie is some season 
ot the year during which travel ling is almoM impossible, nml a Super in- 
temdent may theietoie be exnised during that penod from s\ *-temat ir ally 
inspecting oiiices situatf‘d in the inter nn, lint during tlie toniiiig or 
faii-w^eather s<‘ason he must aiiange t<i ci^it as tuant pod olio es us 
possible, and in a case oi (‘itieigem \ , h<* niu^t be joepoid to go to any 
C)ifi(*e at any time. AVln'ii a Snpennt* indent s < Mnnpied rrmn 'iisteniatic 
inspection woik dining aii\ jieriod ot the the p< i lod of exemption 

w ill be tixed liy the Jh^tnifistei-freneiaL 

Ncrr — 7’he Siipt iintr nderit iie(4i not <ia\el «» t »p Sinoiv !na i i ‘ odei only 

tn ordin«iry luntnie hiifrinefc*- nid dot*- na oi mt tt.» po tuoiunKit < I i jtl! \j nigent, 
fcucli as an inquiiy into a conn»l,init cn enmn * 1 # h ii ge 

286. Arrangemout of tours.— fie foie the touting ^eaNOu begine, 
the Superintendent should capdiilly plan his tours. The loute ami 11 h‘ 
general arrangement ot a toin will ordinaril^S di^ptunl ou the ob]ecib 
which the Superintendent may have in ^ iOw, otlun than the in-peiiiou of 
offices, such as tlie opening or leiision ol pod (»lh« « - m mail lines, the 
alteration ol mail aiiangt*inentN, and the indiiutmu ol nifiulne'- into 
f omplaiiits. 

287. Periodical inspection of head offices. -The Superin- 
timdeni must thoroughly inspect e\eiv head oifn e within the limits of Mr 
ilivihion at least twice a \(Mt% at intc*ivals oi abemt six months. A casual 
^^sit paid to a h(*a(l (dhe e duiing tin* course of a tour, or during a visit 
'^peciallv undc*rialven in oicbu* to ii)vesiigat“ a rase, will not lelifwe the* 
Su])erinteTideni ojt the duty oi canving out the '>y^temuii<‘ half-\<Mil\ 
Mispcctiori. 

Near 1 — Tn nl c it m l« <on\piii<nt tn dWn cp,, tioti (>t i smrill 

id ofinc tn lu in nit l>\ in fn etttoL, j ist( i<J f»l be tho Snpt t ndt nit nt t«i nteei 

. n h f St Ihe INi tin i tt i ((tin » ! is mtbi i iil t » it 1 1 11 i n i 

Non 2 -Soo Non 7j io mb oo 

288. Periodical verification of the balances of head 
OJffilces. — The SujKuintemhuit nuisl iImI all tln^ head oiJb*es within the 
limits of his di\idon lor the* pnipo^'C ot \<*nf\ing their balan(‘es, twice a 
year, at mteivals ot about six months. The ver itieatioii ot the* balances 
^hould be caiiied out at the time the olfiecs are inspected, 

Notp 1 — Set* 3 to nile 35 

Notl 2 — An Tnspcftoi who is spttially ,iuthoiisod to inspett a rmall land offire, ns 
piovided foi in tho Koto 1 to luU* 287, may .ibo bo antluuiM'd to nnke at tiu time of tht* 
inspection a complete \eufitation oi the actonni-. of the head olhte, in art oidantc with the 
iiisti notions given in the clauses undei inle ?93 

289. Periodical inspection of sub and braneb offioes.-- 

All the fiub and branch offices in a division must be thoroughly inspected 
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at least twice a year. The iii&j)ectioiis will be diyided between tbe 
Superintendent and his Inspectors according to the orders of the Post- 
master-General* As a general rule, the inspection of the more important 
sub-offices will be assigned to the Superintendent; the inspection of the 
smaller sub-oiliccs will bo undertaken partly by the Superintendent and 
partly by his Inspectors ; and the systematic inspection of branch offices 
will be the special duty of Inspectors. 

II. But although a Superintendent will not ordinarily be required to 
inspect every branch office in his division even once a year, he should 
thoroughly inspect a considerable number of branch offices (ordinarily 
at least 10 per cent.) every year, so as to make himself familiar with their 
mode of work, and to check the work and supervision of his Inspectors. 
He should also, whenever he is able to do so, inspect, or ab least visit, any 
branch oifice tvhich he passes or approaches in the course of his tours, or 
when visiting other offices. 

NotFj* — F or tracts of conntiy and of biamh uffitos exceptionally circumstanced 

and also in pariicul.n cases, the PoEtmaster-Geneial may, when he fon&ideis it advisable, 
require more than two inspections of a biamh office during;; the yeai, and may also, in 
divisions where theie aic conij)ai.iti\oly few ^ub offices, divide the systematic inspection of 
branch offices between the Supeiintendcnt and hib Inspectois. 

290. Inspection of head offices. — The inspection of a head office 
must be carried out in a complete and thorough manner, and the statistics 
to be given in the report must be carefully compiled. Ordinarily not less 
than four days should be spent on the inspection of a head office, and the 
working of each department must bo carefully examined, special attention 
being paid to the sub-account department. The Superintendent should 
see that the post office is working smoothly with the public and within its 
authorised powers. Ho should carefully examine each clerk in his prin- 
cipal duties, and whenever he is present during working hours, he should 
devote some time to merely watching the establishment at work to see 
whether there is any confusion. The Sujjerintendeiit should be guided in 
his inspection by the que^stions in the standard form of inspection report; 
but his inspeciion should not be limited to the matters suggested by the 
questions, and may cover any other matters into which he thinks it 
advisable to inquire. 

291. Inspection of sub and branch offices.— Ordinarily not 
less than two days should be spent on the inspection of a sub-office, and not 
less than one full day on that of a branch office. Each inspection must 
be carried out in a complete and thorough manner, and the statistics to 
be given in the report must bo Cvirefully compiled. The Superintendent 
should see that only the authorised fees are taken by sub or braneli post- 
masters, clerks (if any), postmen, and village postmen; that the post 
office is working smooth! v with the public and within its authorised 
powers. The Superintendent should on each occasion carefully examine 
the sub or branch postmaster and the clerks (if any) in the principal 
rules, and, when necessary, take over the entire management of the post 
office during his inspection, so as to teach the sub or hranoh postmaster 
his work by a practical demonstration of how the work should be done. 
The Superintendent should be guided in his inspection by the questions 
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In the staixdaicl form oi iiis])f‘rtion n^|iori : hut hi. luaj 

to any olhoi iiiattojs inio \shiflj lu* ilni'ks it < (lviv»olo r<; 

]S</ri — St L 1 i»k . 253 I T ind 25 ) » ' i 1*1 t m « > u i .< n t» o* ' ta " * « 

lekiimg to wtjt its oi '■tiM i m h dlLn’' 

292. Inspoction reports.- lo I iLt Hiuu td an olhoc li* 

voiapletocl, tlH‘ S’i|)eniiK‘3i(lciit su niui to ilio Po''ltoast( a 

report an ncaaninl ot Jiis in-jtf cMon. The t leu ]>atres of the 

standard lonns oi ijuspedioa reptni*., ^^lnch , re jotendod ior the oniry of 
statistic^ uill he jonrided at ]>riitti‘(l loiiut and inav he proem (d on indent 
in the usual way. Tlie ot the lepoit '-hould 'oe uiitien on jdain puper» 
in the form of answers to tlio questions in the standard form oi inspection 
report, the questions being cited l)y their \o answers need he given 

to those questions which relate io matters in which the work of the post 
office is found to be entivfdy in order. The nmnher of the qfiestion must, 
howrever, he eiied and the answer must be given at length, whenever the 
Superintendent has detected an irregularity or finds it dosirabie to make 
a suggestion or remark other than ‘'yes’ or ^ no,’ or wh^n the question 
requires facts or figures io he given in the reply. Any re-roarks that may 
be called for, apart from the answ^ers to the questions, slioulcl be adde<l 
at the end of the report. The report should conclude with a eertificaie 
of inspection in the following words Certified that the inspection has 
been made in accordance with the list of questions prescribed in the 
standard form of inspection report and that no irregularity other than 
those mentioned above was detected.’’ Copies of in^speetion reports 
.should be kept on record in the Superintendent’s office. 

Note. — In the case of a combined ofBee, tho Superintendent should be j.’*uided in his 
inspection of the tel'grap'i bran<h of the office, bv the quertiuas in the <tindard form cf 
inspection report on <ombined offices. The answers to tbe»-e qnertion'- thomld be wiitt>CM 
on plain paper, the questions bein?» cited by their Nos. and t-hould be mbmitted attached 
to the inspection report on the office in its capacity as a post office. 

293. Verification report on the balances of head offices. 
—The balances of head offices must fie verified by the Superintendent in 
a complete and thorough manner. When the verification is completed, 
a report shoxild be submitted to the Postrnaster-GeTu^ral, a copy of the 
report being retained on record. The verification rf‘port should be written 
on plain paper, in the form of answ'ers to the questions in the standard 
form of verification report. Any remarks fled mav be called for apart 
from the answers to the questions should be added at the end of the report. 
The Superintendent should be guided in preparing the replies to the 
questions by the instructions contained in the follow^ing clauses. 

Note 1. — Whenever, in the followinct clinscs, from 1 to 20, the woulh lart vcrifica* 
tion occur, they refer to the actual last \erifKation, whethv.i by the BupeTmlendcnt or 
the Inspector of the district. 

Note 2. — An Inspec‘'^r will not verify tho «u*<onnts of a he id offitc in the month in 
which they have boon verified by the Snpcrinlcndcnt and ordinarily not in the month 
immediately preccdini; or followinc,^ it. When tho Ruperintendent puiposcs to verify tha 
accounts of a head office, he will intimate the fact confidentially to the luhpoctor and that 
officer will arranc;e to make his own vori*icc'.tions at suit«iblt' f imes. 

Clause 1. Check of cash balance on date of arrival.— 

Immediately on arrival at the office take over all the money, postajre and 
•other (non-postal) stamps and reply-coupons found in the office, whether 
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in the office safe or safes or witli the postmaster, treasurer or any of the 
clerks. When all the money, stamps, and reply-coupons are placed before 
you, proceed to coujii the money and calculate the value of the stamps 
and leply-eoupons ^uth the aid of a memo, (to he prepared by you), 
showing in whose custody the various sums of money and values of stamps 
and reply-coupons were found. Note in your report the amount found in 
the office, showing separately the amounts represented by (i) cash, (ii) 
postage ^^tamps, (hi) other (non-postal) stamps and {iv) reply-coupons. 

II. Satisfy yourself that the amounts so ascertained represent the 

cash, stamps, and reply-coupons that ought to be in the office, by referring 
to the last balance shown in the h. o. summary and adding thereto, and 
deducting therefrom, as the case may require, the amounts (if any) since 
received and paid out by the treuvsurer, money order clerk and savings 
bank cleik, as shown by the treasurer’s cash book and by the records of 
the money order and savings hank departments. In every case the exact 
amount (neither more nor less) ought to be found in the office represented 
by money and stamps. Wote in your report — , 

(A) the last closing balance of the h. o. summary; 

(B) the subsequent receipts np to the time the counting of the 

cash is taken up ; 

(C) the subsequent disbursements up to the time the counting of 

the cash is taken np ; 

(D) the diflerence between the sum of items A and B and item C. 

(This amount should be in the office in cash and stamps in 

representation of the cash balance.) 

Write the last closing balance of the h, o. summary (item A) and of 
the treasurer’s cash book in words, under your signature, at the foot of 
ihe h. o. summary and of the treasurer’s cash book for the date concerned. 

III. See also whether the stock of postage stamps of each denomina- 
tion is sufficient and in good condition. 

Note 1. — Insist upon havinc; all the ca«h, stamps, and loply- coupons in fche office made 
over to you before you proceed to raiiy out iliis check nnd do nut allov\ any poition of the 
cash or stamps to bo leinoved until the che<k (including tint of the amounts referred to 
in clauses 2, 3 and 6) has been completed; oihciwise the same amount may be made to do 
duty more than once. 

Note 2. — If you find the cash short to any serious extent, inform the Postmaster- 
General at once by telegraph. 

Clause 2. Check of undisbursed salaries and other 
amounts in deposit. — Immediately on arrival, see whether any 
amount is shown in the h. o. summary on account of (i) undisbursed 
salaries in deposit (head A) or (ii) miscellaneous sums received (heads C 
and D), and, if so, whether a corresponding amount is held in cash. 

Note. — S ee Note 1 to clause 1. 

Clause 3. Check of permanent advance for contin- 
gencies. — Immediately on arrival, see whether the cash in hand plus 
the amounts covered hy the vouchers for payments made out of the 
permanent advance represents the amount of the advance sanctioned. 

Note. — S ee Nota 1 to clausa 1. 
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'Clatise 4. Check of balance of articles in deposit.— Tni- 

inediai(*ly on arii\al ai tin* ofiitt*, <aUuLtt< tin* dan on *irti<lns 

in d(‘]»osit aiul satiety th a tin* aniount nitainul founds 

l>y rnlening to tin* balaina* nl tin* dt*[»o-,it an ount toi tin* prnu(>u> duy 
ami adding thereto, and dodaith^g lln‘n*!ioin, in tin* ea'^e may infjniie, 
the postage due on artifle-* Mi))M*ryu*ntly j MM\ed an<I de-])atched. 


Note. -Re on \oui jiuaid \i i akp .a ni , \ i j ,u *o d’i % i f|ks|},.tfh run*-:? 
8ho\Mi to \on cis in d< p< it 


Clause 5. Check of stock of British postal orders. » Pre* 

pan* from the record in the 'tori; booh a unmo.. It im* ]ire^f ribed toini, of 
■unsold Biitisb jxntal oidei>5, Inm.no-. - 

(Ij tJie balance of unsold oidem in the head laln t* and sub-of^iee^ 
on the la*-! flay of liu* inontli pi 1 1 f flino: t o ii ^ nit ; 

(2) the Total leceipis ( li an\ » (»1 eatli flenouinat am fnmi Die Audit 
(jfhfo during tlie cun’tuit month up to lie* date ol your 
citing the iNo. and date of the iiuon e ; 

.(J}j the total salcwS {if an\ ) ot each denuniinaiiou ai the head offite 
and its sub and branch otiice'. diuintr the < uueni mouili up 
to t lie date of youi visit ; 

(4) the balance of unsold oiders in the head olliee ami it*^ sr-ub-oilu***' 
on the date of your visit ; 

Detaihof A /5) the balance of unsold oitb*i^ in tin* head rdflce; 
thchalan''e ^ V,, , ,, , . . , 

(item 4 ), ) (o) the balance oi unsold ouieis ui it**- ^ub-o^ilies. 


Count the number of British postal ordeis ol each denouiiiiation actuall) 
in stock in the head office on the dale ot your visit, and tally the stock 
with the resulting balance eiitored in your memo. Also compare ilu* 
aggregate stock ot each denomination hold by sub-offi( 5 es, us ucknem ledgofl 
in the last memos, ot unsold orders received lioiu them, \\ith the resulting 
balance entered in yoxir memo. If the stock and lecord arc iound to 
agree, write a certificate to that etfect on your memo. If there is un\ 
discrepancy, make note of it on your memo. Sign and date your memo, 
and despatch it to the xVudit Office under a postal service legistered c<)\<u 
as soon as your verification is complete. Attach the ri'ceipt for the 
registered article to your report. 

Notp. — If nay RiitLsh po«>tal oideis fcluwti in the fto<k book s-iippbi U to sub orTue 
during or just boiort* the ^elillcatioll of the >tofk h.i^e not b( tn ar knov\ led god by the &nb 
offices up to the dale on which the nicmo. foi the Audit Office i<, ptepaiod, record on tht* 
memo, an explanation of the difference between the aggicgate stock aikuuwiedKed by all 
the sub offices in the last memo, of uiihold oidcu leieued Uom them, and the Miboffiu 
balance shown in the menns. lunther, in oi dor to guaid aguliust being imiko.ed upon* ke(*r 
a note in your momoiandum book of the supplus which have not been acknowh^dged b^ 
sub-offices and take the fust ojipoitunity to \erify them. 

Clausd 6. Olieck of advance for quinine. — If tlie office has 
been anthorisod to sell quinine, see immediately on arrival whether the 
cash in hand fins the ralne of the unsold packets of <junnne represents 
the amount of advance sanctioned. Note in your report the amount held 
in (a) cash and (6) quinine. 

Note. — S ee Note 1 to clause 1. 
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^ Clause 7* Examination of h. o. summary. — Examine lie 
h. 0. summary and satisfy yourself that it is properly kept by the 
treasurer himself, that the entries in it are made daily and that it is 
signed, before the office is closed, by the treasurer and the postmaster. 

Clause 8. Examination of entries under beads O and 
D of h. O. summary. — Examine the entries made under the heads C 
and D of the h. o. summary during the feriod of your msit and see 
whether any of the amounts could have been brought to account on the 
day of receipt. Also check, in the manner indicated below, the entries 
under those heads for at least four dates, selected at random, since the 
last verification, to see whether there has been any tendency on the part 
of the ofiice to keep sums of money unnecessarily out of account : — 

(1) As regards the entries under head C, see whether there is any 

explanation written in the error book regarding the delay in 
the issue of the money orders and test the correctness of 
these explanations, so far as is possible, by making enquiries 
as to the hours at which the postmen used to return to the 
office at the time the entries were made and by referring to 
the postmen’s books to see whether the sums in question 
really represent amounts paid in by postmen on account of 
value-payable articles delivered. See also whether the 
entries were cleared as soon as possible. The same 
amount ought not to appear a second time under this head. 

(2) As regards the entries under head D, if there are any which 

form part of the regular accounts (such as amounts received 
for the issue of telegraphic money orders after the closing of 
the money order Journals), ascertain, by such enquiries as 
may be possible and by reference to such records as may be 
available, whether the sums were received at a time when it 
was impossible to bring them at once to account. 

Mention in your report the dates of the entries selected by you for 
examination. 

Note. — I f the balance of the h. o. sniwmary on the date prior to your arrival at the 
office was taken as the basis of the check prescribed in clause I, take that date as the first 
day of the visit and include it in the period over ^vhich the cheek prescribed in this clause 
should extend, and also in any of the succeeding clauses where the ** period of your visit 
is fixed as the period of check. In all these cases take the date on which the checks pre- 
scribed in clauses 1 to 20 are completed, as the last day of the visit. 

Clause 8A. Check on the amounts of the fees realised 
on account of window delivery tickets.— Compare the sums 
shown in the register of window delivery tickets as having been realised 
on account of fees for window delivery tickets issued since the date of 
the last inspection, with the corresponding credits in the schedule of 
miscellaneous receipts to see that the prescribed fee has been credited 
in the accounts of the head office for every window delivery ticket 
issued. 

Clause 9. Examination of treasurer's cash book.— Ex- 
amine the treasurer’s cash book for at least two days in each month from 
the date of your last verification, to see whether receipts are properly 
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taken in tlie "book, wliet’ker all pavments of cash to the clerLs are initialed 
by the postmaster and 'vvliether the closing balance is vriitteii in "s^ords 
over the signatures of the treasurer and the postmaster, ilc^ntion in your 
report the dates selected for examination. 

Clause 10. Examination of treasiiiT pass-book.— Ex- 
amine the treasury pass-book for at least two days in each month from the 
date of your last verification, to see vdiether it is properly kept by the 
postmaster himself and the entries have all been duly signed by the 
treasury officer (or accountant). Mention in 3'our report the dates selected 
for examination. 


II. For the same dates examine the register (d' transactions with the 
treasury and see vrh ether it has betui correctly kept up and whether thc^ 
entries in it for the dates in question correspond with those in the treasury 
pass-book. 

Clause 11. Comparison of s. o. sumniary witli subyofflce 
daily accounts. — Examine the daily accounts received during the 
periorlM of your visit and also for at least four other dates, selected at 
random, since the last verification. Compare all the eiitries in the daily 
accounts wnth the corresponding entries in the s. o. summary, see w’hether 
the sub-office closing balances as wTitten on the daibr accounts in words 
correspond with the entries in figures and whether these balances agree 
with the balances shown against the sub-offices in column 25 of the s, o, 
summary on the dates of incorporation of the daily iiecouBts. See whether 
the daily totals in the s. 0, summary are correct- and whether they have 
been correctly transferred to the h. o. cash book. If any difference should 
be noticed in the account items in a daily account and tlie corresponding 
entries in the s. 0. summary or should tliere be any difference between the 
balance acknowledged hj a sub-offi.ce and that shown against the sub-office 
in the s. o. summary, make a special inquiry on the subject. See whether 
the daily accounts are properly prepared and filled up and whether they 
have been properly disposed of and signed by the sub-account clerk and 
the postmaster. Mention in joxiv report the dates of the daily accounts 
selected for examination. 


Note 1. — ^Beprard all alterations cr erasures in the daily accounts with snspicion and 
npake.them the subject of inquiry. 

, Note 2, — See Note bclovc clause 8. 

[ Note 3. — If rny cash remittances shown in the treasurer’s cash book as sent to sub* 
ofiTicos on the d.ate of your anival, or any earlier d.nte subsequt-nt to the date of the h. c. 
sitips cited in the daily aceormts received on the 1st day of your visit, have not been acknow- 
kjdged in the daily accounts received up to the last day of your visit, keep a note in your 
Jiiemoraiidum booi^: of tLo unacknowledged amounts and satisfy yourself, by reference to 
t ae Bub-officas concerned, that the remittances were actually sent to them. 

Clause 12. Comparison of h. o. summarjr with teancli 
office daily accounts. — ^Examine the b. o. daily accounts received 
during the period of your visit and for at least four other dates, selected 
at random, since the last verification and carry out the sauae check with 
regard to the entries in the b. o. daily accounts and the balances acknow- 
ledged by branch offices, by a comparison with the h. o. summary, m 
that prescribed in the preceding clause for s* o. daily accounts. Sbe 
whether the b. o. daily accounts are properly prepared and filled up and 
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whether ther ha\o boon piopeih diNpc^^ed or and signed by the sub- 
account cleik and the postma^tei. Meniion in \(>ni lepoit the dates of the 
b. o. daily accouiitN selected tor exainmariou. 

II. Exaiiiin ^ the 3egi'5t(‘is oi lh( tillage po^liuen who att(‘nd tlie ohice 
during yoiii ^isit and see that the balances duo fioiu them aie coiiecily 
etitered and acknowledged by them in the b. o. suinniaiy. 

III. SoOj toi the peuod of your n it and ihc otlior selected dates, that 

ibe daily totals oi the b. o. sumniaiy aie and that they are 

correctly tian'^ieiied to the h. o. cash book. 

Xqir 1 — Set Vute biwiow daii^e 0 u d A 1 Uh tiK jjit cclia^ ciaasr 

i^sforL 2 — If m\ rash lojinttancc^ shonii in tl e tieisme/c ca-h book as sont to bianck 
offices on the d ib oi joni aiii\al, ui irn tdiliei il lie <aib'' 0 <i\ic ut to the date o£ the b o. 
^lips citcrl 10 tl ( h o dail^ ac counts i ^ i\td t»n thf‘ lii t d.i^v ot yous mmK ha\t not been 
at knonlcd (cd in the b o dulv dctotii t*> «iv« 1 un to th Ii t dw oc ,\ou» keep a, 

note in youi mcmoiandnm buok ot the iiinrkiKiv iedi,t.d dinoant and satisly youiself, by 
lefeicncc to the biarch ofh^ con(( incd, that e leniittinces v^eie actually sent to them 

Clause 13. Examination of amount of postage, casli and 
stamps in transit between the head oflice and its sub-of&ces. 

— ^For tour dates, selected at random, since the last verification, compare 
the entries in Ihe s. o. suiiunoyv n lating io postage in tiaiisit between the 
head oftice and Its sub-ofln es with the eoriesponding entries in the pencil 
copies of the h. o. slips on rteoid. For the same dates compare the entries 
in the s. o. suininaiy relating to cash and stamps in transit iiom the head 
office to siib-oHites w^itli the conosponding entries in the pencil copies 
of the h. o. slips on let oid and in the treasure’s cash book. Verify the 
total amount ot postag'^*, cash and stamps in transit between the head 
(ifiee cud it'. snb-ofiKc-» s1uw\ti at the foot of column 29 of the s. o. sum- 
inajy, and see ihui il is coirocily transferred to the postmaster’s balance 
fheet. Hati.,fy ;\ou3s<df liy reference to the daily accounts that the post- 
age, cash and stamps showm as in tiansii on the dates selected have been 
duly ackni)w lodged. Roe whether the cuhiinn*- of the s. o. summary which 
are to be filled in by the postmaster himself are correctly and regularh^- 
filled in b^v him. Mention in your lepori the dates selected for these 
checks. 

[I. Dm ing the p( uod of your nsif, chock tl e <‘nti ie^ in the s. o. sum- 
1 lary lelating to re^n it fauces between Mib-otlicos Keep a nolo in youi 
t lemoiiiiulum book legarding theao entries made in the s. o. summary on 
the fill (l<u ni youi visit and, if any of these itern^ have not been ackno>y- 
lodged ill thf daily accounts lecehed up to the last day of your visit, 
satisfy >oaiM4f, by leference to the sub-offices concerned, that the iin 
acknowledged lemittances were actually sent to them. 

Notf — Noto b< low clmso 8 

Clause 14. Examination of amounts of postage and 
cash (including stamps) in transit between the head oflace 
and its branch OfiBlces. — Carry out the '.ame <*hecks as those pre- 
scribed in paragraph 1 of the last cbiuse with regard to entries in ihe 
1). 0 . summary relating to postage, cash and stamps in transit betw^een 
the head office and its branch offices for four dates, selected at random, 
since the last verification and see that the total amount shown at the foot 
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(0 (ohnnif 27 oJ tlhO*. o. ^unniMn HJtn'poinK uitli tliJl Ik ! "Is a <1 to 
tin* |K)^ii![‘a^t4‘j b,iL»ne<‘ t. ’i ^ our !♦ ;)t»i i t u< ^ 

for i h* '<* < lit ( 

Clause i5* Comparison of balance of deposit acecuni 
with, tbe coTTOBpondmg entry w the postmaster’s balanwO 
sheet. — St * Hi 1 t^it* liiUntt oi < k <L> o‘ 'lo t.tptMi <fouui I i 

fH*oii roj r ot f-] ^ ti jiK)o ] fi ti ih tltTnl J i)!thobta<l 

oi!ic ('dt^jio i’ tuonii’** t nu pf)'* m li4\l 1 1*0 A t4. 

X » '"i u f I* I » t ”* ■* t i 4 " r <1 ( ^ tat ^ 

peiiod It *1 JMu n’t i t ^ ^ ^ < o h tM 

Clause 18. Conn>arison of balan^^ vt post mast e "s 

balance ^lioct wiih balances m sub and branch olllces (h as 
per s. fK h u i b as per b. o. sun nary. ^ » or ^ 

balaut ♦ t • vO ) < I ^ j 0 2l oi tio >• o ^ i » ^ « mI o* < oliinai 2 * 

<1 ih It o It < 01 n ^poiHliou t i1 1 *> 1 uo^auu-^tt f 

li iLi! u* 

' t ^ h 

Clause 77. Coiiiparison of balance of postmaster’s 

balance sheet witb balance of h. o. summary- o? » o 
duly < balnruo of ■tlio li. o. ^uiinu i'" \\itli Iik* u» t <d ( 

and "lain] ^ irt tho lioad olfn 0 u'- 1 ntoi d lu lo* jn -1? <}^ oi ’ , l>a\ ^ < o A^ 

\(ni ^ ' ( t j < i ill ■' » 

Clause 18. Verification of the postmaster’s balance 

short. ^ toi \\ii ffi t7ofl of if I a t( ff .uol a jr<*M other d*dt*s selindt «[ at 
raiidtiiu, Aiolhoi t In* poNtuiaso i:\ hul uu ‘^lu <d isftuiodh pup lod .uul 
slndlj^u 11 » total iMoipt'* aiol pniijU'ts ot hoad, sub {iiul biaiuli ailu os 
as slunMi iu <<»iinii'j*' ^ ami 12 ot iho lu o. book art‘ oni« iod 

ac^ahul it»»ou 2 and I ol tliobaJaueo dioot. Voiitv li\ acin tl (aloulaljon 
that ito* auioutil s!u>\\ii ajj*aiusi liom T iu iho posliioi^itM balaiuo 
has iiM 1 <*on< ( t ly an i\ ad id . H<*o also 'u both or ili<‘ po^tuiit'^toi \ bal sh* 
shot f b ^niittui up daily by ilto posima^toi hiiu-olL Alrustiou tho dn*^ 
^oh i iod toj tlii> < luM k. 

I " I ^ t N< ti bt js s 1 fii ♦ 

Claiise 19. Examination of audit objection statements. 

IXaodno tlio (dipstiou slidoiuonts iiH**i\od iioiu tho < Vmiptrcdlor liiul 
tlio Audit <di«(o \}i (M( h do]>ai(uiout ol fht' oil (o siiieo iho last vmfioatiou 
aud sou s\lHthoi tlio objoitions luno i)oou piop<Tly douH 'with. Moutiou 
1 I 10 ^Tos. *nul d«it(‘s ol tlio objootiou staioioeuis siill ponding adjustiuout 
in ilio offico. 

Clause 20. Preparation of memo, of monthly cash 
balances.” “A if or carrying out tho vc‘rificatioas ]>n*s<Tibo(l in olanses 15, 
Ifi, 17 and 18, prepare a nunuo. in the prescribed foruu showing the 
balance of the li. o. cash hook (ilein 5 of the postmaster’s Inhmee sheet) 
cm the last day of each month for the whole period since the last verificn- 
iiou, sign the menio. and despatch it to the Audit Office in an account 
envelope registered on postal service. Enclose wdth the nierno. n reg|S- 
iored article nr knowledgment, prepared in (he manner described in Kote 2 
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to this clause, to he signed hy the Deputy Comptroller and forwarded 
to the Postmaster-General. Attach the receipt for the registered cover 
to your report. 

Note 1.— If the date of the h. o. summary balance which \vas taken as the basis of the 
'Check prescribed in clause 1 is not the last day of a month, thoroughly check all the items, 
totals and balances of the h, o. cash book and postmaster’s balance sheet in the manner 
•described in clauses 23 to 50 of rule 196, Volume I (8th edition) for at least one day in 
each week from the beginning of the month up to the date referred to, initialing item 5 of 
the postmaster’s balance sheet for each day. 

Note 2. — ^Address the registered article acknowledgment to the Postniaster-General as 
the sender, and not to yourself. On the side to be signed hy the Audit Office alter the 
entry “ (To be returned to office of posting for delivery to sender) ” to ‘‘ (To be forwarded 
to Postmaster-General)” and against “ (n.ame)” enter “ Deputy Comptroller, Post Office, 

— containing memo, of monthly cash^ balances of ; H. 0. 

Beport No. The acknowdedgment after being signed by the Audit Office will 

be despatched to the Postmaster-General in whose office it will be attached to the inspec- 
tion or verification report, as the case may be, to which it appertains and affords proof 
:^.hat the memo, has reached the Audit Office. 

Clause 2t. Verifleatiou of statements of balances.— Take 

up tke statements of balances of tbe office and satisfy yourself tbat the 
entries correspond with the entries in the h. o. summary and also, hs far 
as possible, that the explanations given for exceeding the authorised 
maximum balance are bond fide. Note details of any discrepancies 
observed in connection with these explanations and send the statements 
concerned to the Postmaster-General, attached to your report. The state- 
ments that axe in agreement with the h. o. summary wshould be destroyed 
after check. 

Clause 22. Exammatiou of service books. — See that there 
is a vService book in the office for every official (who is required to keep a 
service book) for whom has been drawn in the last establishment 
salary bill. Satisfy yourself in a general way that the books have been 
regularly written up and attested. See also whether the prescribed 
annual inspection of the books by their owners has been carried out. If 
any of the service books are not in the office, see that their absence is 
satisfactorily accounted for. If the entries in the first page of any service 
books are to be re-attested, make a note of such service books. 

Claus© 23. ^ Verification and attestation of service rolls. 
Call for the service rolls of all the officials whose rolls are required to be 
kept ill the office and report whether a service roll exists in respect of 
every official on whose behalf this record is prescribed to be maintained 
(see rule 491-1 ) ; also see (by reference to the index to service books and 
service rolls) that all the rolls which should be in the office are on record, 
Por the whole period since your last verification examine the entries in the 
acquittance rolls and the charge reports and orders of appointment, leave, 
punishment, etc., relating to the officials for whom service rolls are required 
to be kept and satisfy yourself that every incident of service to be recorded 
in the service rolls has been duly and correctly entered therein. Attest 
the entries in the service rolls that have been verified, by your signature, 
adding the date helow it. Mention the last complete month up to and 
including which this check has been applied and also give this information 
in tlie office order book. ^ 

^ Note 1 . — Ad officer deputed to %’erify the b.nlances of a Presidency post officMis not 
xequired to apply the cheek prescribed by this clause. ^ 
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* * Xofs 2. — The charge reporr.s and orderij to eritj-ich Jc tjuj t-‘crvh/e^ rolb^ will bo 

kept separate in the office safej'or ready reieronee a.nd the rcils will he kept 

a separate bundle IrLbelled with the name of the niontli to which they icfor. ^ If any 
acquittance roll required for the verificaiiou presr.-vihed in this t:la,ure :ioi in the^offic?, 

this should be mentioned in the vorihn, Tion mivort ; a nuie slioiili'.l ij\i ir.rdn in the 

Superintendent’s meriiurandm'O book and the eaiiv snordd be veniiet*. and alo/:r'u,.,n ai- Iho 
next verih cation. 


Clause 24. Exaiiiinatioii of eliaraoter slioets and grada- 
tion lists. — See wlietl^er the cliarar-tor shtuds lUid gT:i-.dnti.oii lists tira 
properly Tv'ritton up to date and kept in vke personal custody of tiie, past- 


master. 


0%$} n 


Notc. — T he otTicer dextnted to verify tlie bchncori oi a Prchitlcncy 
required to apply the cheer; prescribed in this clause. 



iB not 


Clause 25. Security bonds. — CLeck t.h.e register o£ security 
boBds with tlie !)oiids in the custody of tin/ postnueder and report whether 
every oiliciai required t;o give security has done so. 

Note, — ' fiio oflieer dt^niic-d to verify the b;‘Jance5 ot ii Fiesidoncy pofit not 

required to aqqrdy tlio check precise ri bed io this cleanse. * 


Glaiise 26. Statement of advances recoverable.— If any 

advances recoveruble are outstanding at the time of ^rour vcrifieaiion, 
enter in a memo, a copy of the details of the balances remaining un- 
adjusted, as shown in the statement of advances, rviih brief expianatoiy 
remarks as to why adjustment has been delayed and attach ihe memo, to 

your report. 

Clause 27. Invoices of postal publications and books of 
blank forms oi inland money order, etc.— See that the value of 
copies of publications and books of blank forms sold, as noted on the 
invoices, pins the value of unsold copies in hand, agrees with the value 
of the copies received for sale as entered in the invoices and that in the 
case of the Postal and Telegmijli Guides the number of copies in use in 
the office agrees wdth the number entered in the invoices. Satisfy yourself 
that the invoices are in an unbroken series and that the entries of sales 
have been correctly transfen^ed to the register of in iBcellaiieous (un- 
classified) receipts. If any of the copies supplied, wdiether for sale or use, 
have become obsolete, destroy them and make a note on the invoice, under 
your sig^nature, stating the number and value of the copies destroyed. 
Ifote in your report the serial Jfo. of the last invoice received in the head 
office and examined by you. 

Clause 28. Examination of savings bank ledger and 
journal. — Compare the entries made since your last verification in 20 
accounts (selected at random) in the savings bank ledger wdth the cor- 
responding entries in the journal to see whether the entries in the journal 
have been correctly posted in the ledger. Satisfy yourself tiiat the 
entries which the postmaster is required to write himself in tlie journal 
are in his handwriting and that the entries he is required to initial are 
initialed by him. Mention in your report the Nos. of the accounts and 
the dates of the savings hank journal selected for examination. 

Clause 29* Register of uotides of withdrawal.— Examine 
the register of notices of withdrawal and satisfy yourself that the hook is 
properly kept up and that ihe required action is taken punctually in each 
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ill \\ liit h «ui ouifniiil ill rc'^poft of wjiirli six notic© (jf witii** 

h 1 ^ hoi*]i i' uM ^vitJidra^vB on tlie date on wliich it is payable. 

Clause 30. Stock register of pass-books.— See -whether the 
stock oi p. ^^dx.oks i& jiioperly liuiintained. Terify all tlie entries 

made io It voui Ja^t veiitiraiioii, by reference to ibe invoices "witli 

%\hieL tl!«* I urie leceived and the savings bank ledger, and see 

wbetlan d t* nfoaber ol iihummI pa^^-books in siook agrees with the last 
luktHM* iv tiio i‘<‘gisbn‘. Do'.tioy any spoilt pass-books that aie 

bcn> ! n. and iiuU* ibe iiinnber in your leport. 

Clause 31. Register of iindeliverable pass-books in 
deposit in too head ofllce. — Hee uliethe?* the register of nndeliver- 
in depo-it in the liead ofihe properly kept up by the 
[uj'-.imaM *! pei-iiindii , or uiid(‘r his irnniediate 'supervision, and v^hether 
tl ‘ \Nliich ate not sIuami in i1 as leturned to the depositors or 

ioiuarch 1 to tlie l>^‘pnt\ fhTn fit roller oi tlie Audit Uftice arc in the custody 

the [lodniasler. State the nuiiiber of pas>-books whieli have remained 
irn I O! o‘»i lor tliiee nionfJi*- or nioie atid satisfy yourself that they have 
ijo? b(eK detained luinecessarily. , 

II. (dieek the entries ot withdrawals {if any) appearing in the pass- 
books isith the olliee nijiy ot tin* savings bank journal to see w^hether 
they aie gfoniiiie. 

Clause 32. Annual statement of interest. — Examine the 
annual stuienieut of iiit<‘rest sent to the oHiee by the Audit Office, to see 
whether tlie No*^. of the accounts have been ticked oft by the postmaster 
in t(jkeTi tliat the entries oi iutere.st have been made iu the pass-books. 
M(*ntioii in your re]>ort the niunher of the entries in the statement that 
have iKtl lieen ticked off. 

Clause 33. Investment certificates.— See whether the forms 
of inve'-tinent I't'rlilieaii* whicdi have beon used since your last verification 
aie accounted lot iu tlu‘ otiice <‘ 0 ]ues ot the lists of investment certificates 
is-^ued and verity by ^‘ierence to tlie invoices with which the forms were 
receivt‘d whether the uumlxu* of forms in hand is correct. 

Clause 34. Examination of receipts of value-payable 
articles of tbe letter mail. — -(‘all for registered lists (including 
ihfe<‘ received tnnu branch oifices authoriMnl to perform registration w'orlc 
in(h*]iemiently ; on record in the otiice and thoroughly examine the bundles 
for one dav ^cleidcd at random in eatdi month sin«‘e your lust verification. 
See ulietber to tlie riM*eipi for twery \alue-pav able registered article 
delivered the letto'pt lor the mtmey order i'^mied is attached. Compare the 
value-pa\ iilde artii'Ie rcc^dpts signed by the addressees w’ith the money 
ord<*i receipts attaJied to tliem and see whether the particulars of the 
money orders are (*oiTe< t and whether the dates of isstie of the money 
urdeis cmu'cspoiid with the dale delivery of the value-payable articles, 
Mention in your leport the date '•elt'cted for this cheek. 

Clause 85. Examination of receipts and memoranda of 
v.-p. articles of the parcel mail.— f'all for the due parcel lists OB 
re(»ord in tin* otiice and thoroughly examine tin* bundle.s for one day^ 
.selected at random, iu ea(*h month sinee your last veriKcation, 
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< 4 * iU'n*<! t I h* i<‘< r<»r ^lio in<>ues Nnn'd !•>» , hd 

t‘\; lanalory nult*^ lidV4‘ btM‘n nMoului oii t li<* <!ui* jyau^d it‘(4 .jj*- ^ 
'hL ior v.-p, it-i oipt^ ,*fid n <‘Pioi tula. i \ h ^ ^ .-p. 

aiid v.-p. iJU^iiLOiautla with ta» ijiuja*\ (u<hn iPtript^ aftaidird ti 
^uiisty yuuiM*lr iliat rh#- paiti(u!«iJ- ot the larne*^ au* 

I L.<t Uie ilaie-, nF oi lLf‘ a - ♦(!M-[KLai u'tn the 

<Ie.i/eiy '>1 i!u‘ v.-p. aith'h-. ll ^ paind ^ -hfiuN an r 

liUiiilier o\ \.-p. 'Utith*' a- *a* e -pet ehfpui; 

si{!»je(*t. State ihr‘ leMiii ul \ \u « ha< • *’*aa * e i 

III. A]^o « aEHoM he heal paiM‘I , *t» ^ e^ i a , t ^e * 
-M ti >3 u le\. ci ‘te- aLeliei tin* v . 7 M«ipt- aial ^ ^pL.iiaK'J 
iiM'Oiiijt liijj: ier v.-]*. iMehe^ an ( eu j i? (. jlt^itdoa h 

seleefed. 

Clxuiso 36. Comparison of amount of pay disbu3 
post office establishments with amonnt drawn f< 

bursemont. — ( al! toi eaili lueniorundnm ni <ii*-eUi viheiit oi 
n‘{u;aH‘(l h\ the (‘iiele KiXaiiiiuei* ^iuc'o yuar lit'-i veriiic4ii*ou» and 
niHDth 10 wlii(*h it relate*^, mmIIv in the iollowiiij;* OmU len* tlu‘ 
tiie aiiiomiK di’awu tor the [ia\iiieid ot po'*! e!het» estnhli^ltaieLN * 

II e tola] iiniount ehaip*d in the h. o. eadi hool. tfi Di!!-) pi ht ‘ 
the iiioritli deduct all the payuieni*' other than tloee o^ale on 
oth<*e (‘Stahlishiieuit }d11> (iiiouthI\ aiolaue.*: pU‘oa»ed 0\' fie* ptK 
Tl'*^ items (o ]r* <Iedaeted eaii he ]u< !v<*d (Ait tumi tUe le^i^ter oi hi 
leit iiisi ^eri^vthemhy ndVieuee to the pavie^' leee’pts tor bills p 
tor payment at the head oHi(‘(* and the oitus' ( ojde'^ oi f*ontiu^< 
piepared hv the postinasii*! . (’onijiuK* the halanet*, atter th’'' d(* 
with the amount (‘litered 1>\' tlie (h’reh* Kxamimu at the foci 
memorandum of (ll''hursmm*iit as dishur^ed duiiiifi^ the month, 
is any dilterem i\ see that H is a(*<*ounted tor hy tlie diheronee 
amount oi uiidislAnsed ]my <*r<*dited hy dedmdion lioiu the p( 
(*sf ahlishmeut hill (m wlu(di the payimuits were made and the 
ei edited hy dedu(‘tioti from the }*ost ofH(‘e estahlishinent bill for 
month, on ae(-ouiit of pay drawn hut returned undishur^ed by o 
In other words, the total ataounf aidmdiy drawm for the |)ay 
P Ai Offrn t islahihhmt nt by a (diar^e to “ Bills uaid m the li 
lank tor aii'v month, f>lns tlu' anuAiTd ot umlishum(‘d pay (if any) 
b\ d(‘diie1ion irom tlie po^-t office edahl^’shmetd hiB ]and in thai 
should he t‘(jual to the total amount actually d^shur^ed during tlu 
as entered hy the Cirede Examinei on th(‘ memorandum p/ms* th(< 
of undishiirsed ])ay (if any) <‘redit(‘d hy deduction from the 
establishment hill paid in the next month. 

II. ^Mention in your re])ort the last comphde month up 
including wdiich this check has been ap]died. 

NoTr, —See that each momoranflnTn of o’rbnrM*nn at plated bffoie you foi tli 
ot thu tluM'k heais the signature <>{ the Ciide ExuiniiRi and the mnue'-^iou oi 
stamp. 

294. Order book. — When the inhpeciiou or verificatini 
balances of an office is complete*!, the SnpeTinlcndcnf should ent 
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CHAPTER S. 

Inspectors of Post offices. 

296. Jltrisdiotion of Inspectors.— Every SiiperinteiideB.t’g divi- 
sion is apportioned into siib-divisions, each siib-division comprising 
certain snb and branch offices and mail lines. Eaeli sub-division is under 
the control of an Inspector, .who is imiaedialejy siiljordinate to the 
Superintend cut of; the division in which he is einployed. The Postmaster- 
General will fix the extent of each Inspector’s sub-division. 

297. Powers of Inspectors.— Tln^ power's of an Inspector in 
respect of uppuintiuents, hnwe, and punish njeiits are defined in chapters 8, 
9, and 10. His powers of inspection will be regulated by rule 3??6, and 
will generally extend to the smaller sub-offices and all tJie branch offices 
in his sub-division. 

II. Unless special orders are issued by the Superintendent in any 
]>articular case or eases, all branch postmasters will correspond with the 
.inspector, and not with the Superiutendent, and all postmasters and sub- 
postmasters will address the Inspector cm matters affecting branch offices. 

298. Inspector’s hea4-auarters.— The _ head-quarters of ^ each 
Inspector will be fixed by the Postmaster-CleTioral and vrill ordinarily be 
at an important central station in his sub-division. Under no circum- 
stances may the head-quarters be outside the Inspector’s charge. 

299. Rnnners’ appointinent certifleates.— The Irispector 
should, if necessary, beep a book of runners’ appointment certificates, 
make the necessary entries in it, and furnish certificates from it to the 
runners em, ployed on minor runners’ lines which arc controlled by him, 
without the aid of an overseer, through the local postm, aster or otherwise. 

II. A separate book should be used for each group of runiiers’ lines 
under tlie same head office and not for each line when there are two or 
more lines under the same head office, and each book should be kept in a 
waterproof case. A, new book will not be supplied until the counterfoils 
of the userl-up book have been returned to the head office to which the 
line is attaelied. 

Note. — a, new entrv has to bo nuo'b; on the reverse of the connterroil in n 
lised-np book which h:”> already bein sent to t.he head office, the nfr'ed-np book should 'be 
obtained for the, nnrpose from the head office and rckirned wiilioat delay when the 
necessary entry has been made. 

300. Cbaraoter sheats. — The Inspector must himself keep up, in 
the prescribed form, a character sheet of the postmen fotherdhan those of , 
head offices),^ village postmen (including those attached to head offices in' 
his sub-division), and all inferior servants in his sub-division (other than ' 
those attached to head offices), with the exception of sweepers, watermen' 
and runners employed on lines controlled by overseers. The char|ieter 
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^heet will be kept in the same form as that maintained by the Snperin- 
tendeht^ and in the manner described in rule 154. It should be treated, 
as confidential, and should remain in the personal custody of^ the 
Inspector, and be handed by him to his successor when he relinquishes 
charge of his sub-division. When submitting his diary for the last week 
of the year, the Inspector should attach to it the following certificate : — 
Certffied that the character sheets prescribed by rule 300-1 of the Post 
Office Mrmiials Yohmie III, are duly maintained and written up to date.""^ 

II. When the Inspector meets an overseer either on tour or at his 

head-quarters, he should examine the character sheets maintained by 
him, and see that they are kept np to date and properly filled in; he 
should also see that cases that have come to his notice of the good service, 
or misconduct of any runner have been duly noted, and that the overseer 
has only recorded such instances of good or bad work and conduct as are 
susceptible of proof, the Superintendent’s or Inspector’s order on each 
case being quoted. The Inspector should note the result of his examina- 
tion in his diary. • 

III. When an official is transferred or deputed for a period exceeding 
three months from a sul)-division, the Inspector from whose sub-division 
he is transferred or dejaded will send the eharaeier sheet maintained by 
hiioseli: or the over.sc?(u\ confidentially in a postal service registered cover, 
to the Superintendent for disposal. 

Note i. — In the case of rurmers employed on minor lines which are controlled by the 
Inspector without the aid of an overseer, through the local postmaster or otherwise, a 
eharjicter sheet must foe kept up by the Inspector for each runner. 

Note 2. — Character shoots should always be kept unfolded between two boards and, 
when it is necessary to send a character sheet by post from one place to another, it should 
always be sent unfoldod between two card boards. 

801. Gradation list. — The Inspector must himself keep up, in the 
prescribed form, a gradation list of the postmen (other than those of head 
offices), village postmen (iricluding those attached to head offices in his 
siib-divisiori), and all inferior servants, other than runners, under his^ 
control. The list %vill be kept in the same form as that maintained by the 
Superintendent, and in the manner described in rule 155. 

II, When submitting his diary for the last week of the year, the 
Inspector sliould attach to it the following certificate: — Ce.rti'fied 
that the grjulation list prescribed by rule 301-I"^of the Post Office lllamial^ 
Volmne III, is duly maintained and written up to date.” 

302. Meiliorandllin. book.' — ^The Inspector should keep a rough 
memorandum hook, in udiicdi he should make notes regarding any matters 
eoneerning his sub-divisimi^that are worthy of note, but which would not 
ordinarily hie placed on official record. All occurrences which come under 
the Inspector’s notice, which can be utilised subsequently for the applica- 
tion of checks on the offices in his sub-division, should also be noted in 
this book. The manner in which the memorandum book is kept up by the 
Inspector will indicatc-s whether he is interested in his sub-division or not. 
The book should be handed by the Inspector to his successor when he- 
relinciuishea charge of his sub-division. 



INSPECTOiiS OF POST OFFICES. 


-.127 


Chap, 3.] 


308. Knowledge of the sub-division.— An Inspector muni 
acqnirey within a reasonable time after bis appointment to the charge of a 
sub-division j a thorough knowledge of bis jurisdiction, of the positions of 
the post otfiees therein, and of the mail lines and other x’^oads in the sub- 
division. He must also make himself acquainted, as soon as possible, 
with the nature and importance of the work done in each branch by each 
post office within his powers of inspection. 

804. Personal knowledge of subordinates. —In order to be 
able effectually to control his sub-division, it is essential that the Inspector 
should make himself acquainted the eharaetor of the sub and branch 
pOvStm.a sters and, postmen and village postxnen under his immediate con- 
trol. He should take every opportunity, when inspecting a post office, 
making d opart, n:n:Uitai, enquiries, etc., to acquire a personal knowledge of 
the character tunl abi,lities of his subordinates. 

805. Telegrams ^ despatched on postal ^ service*— The In- 
spector slunild, when inspecting a post office, ea,ll for and c^xamine the 
copia'^ of all telegrams despatched on postal service since his last in* 
specticj!!. He* sliould notice all irregularities, such as the iiBiiecessaiy 
despatch of teiegraius, neglect to word telegrams concisely and to use the 
teiegrapliie message code wherever practicable, the despatch on postal 
service of messages relating to the private affairs of the senders, etc. 

II. The Iiispeetor Jiiust be careful to avoid the imnecessary despahdi 
of telegrams on postal services, and he shotild attend strictly to the 
instructions contained in rule 06, Volume I, 8th edition. 

306. Knowledge of Post Office rules.— An Inspector must 
}>ossess a praeticjil Jcnowledge of post office w'ork, and be thoroughly 
acquainted w'ith the rules i,n the Post Office Stmival and Postal Gtiide^ and 
'with all departmental forms so as to be qualified to instruct his sub- 
ordinates in their duties, especially w-hen any new class of business is 
undertaken by the Department or any clxanges in procedure are 
introduced. He must also be qualified to take charges of a head office or 
i'mportant sub-office in. any sudden eniergency. 

IL The Post Office Ma/fiual supplied to on Inspector is to be regarded 
os an office copy, and entered in the stock book. 

307. Maps supplied to, aud prepared by, Inspectors.— 

Each Inspector will be supplied by the Postmaster-General xvitli a survey 
map of the district or districts which form his sub-division ; and, he should 
prepare a sketch map of his suh-division, showing the positions of the post 
offices and mail lines, and marking tlie localities wffiere letter-boxes are 
placed. Rivex's and streams which are crossed by mail lines should he 
shown in the sketch map, and the places wffiere bridges or ferries exist 
sliould be marked on it. 

II. The Inspector should supply a map to each office (head, sub, or 
branch) situated in his sub-division, showniig the position of the villages^ 
surrounding the office and how they are divided into village postmen’s- ' 
beats. In the case of fixed, or combined fixed and unfixed beats, the 
maps should also show the route to be follow^ed by each village postnian r 
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\he day fixed for liis departure from, and return to, the post office ; tlie day 
on wliicli each village should be visited and the villages in which he is 
allowed to halt. 

Note. — Inspector must take special care of the map supplied to him, and in case 
of damage he may be held responsible for its value. An Inspector, in taking over charge 
of a snb-division, should note on the charge report sent to the Postmaster-General the state 
in which the map was found. 

308. Hours of business in branctl offices* — The Superin- 
tendent will furnish the Inspector with instructions regarding the hours 
of business for the hranch offices in the Inspector’s sub-division; and the 
Inspector is required to prepare the notices of hours of business to be 
exhibited outside the offices, and supply them to the branch offices. It 
will he the Inspector’s duty to inform the Superintendent of any alter- 
ations in these hours that may appear desirable. 

309, Supervision of village postmen. — The supervision of the 
village postmen attached to all the offices (head, suh, and branch) situated 
in his sub-division will constitute one of the most important duties of the 
Inspector. He should, when passing through a village in the course of a 
Journey, ascertain from the headman and others, whether the conduct 
and w”ork of the village postman who serves the village has been satis- 
factory. He should call for some of the registers and visit books of each 
village postman, that have been filled up, and wffien villages are visited 
by him, test the genuineness of signatures in the registers and visit books. 
Ho should ascertain whether the village postmen have neglected to collect 
articles for posting or refused to register articles, or have taken any pains 
to find the addressees of undelivered articles, etc. ; and generally he" should 
pay careful attenticm to, and take every opportunity to test, the work of 
the village postmen under his supervision. 

II. Tlie Inspector should, wdienever lie meets a village postman out 
on his beat or at the office to W'hich he is attached, examine his bag to see 
w'iietlicr he carries postage stamps, forms, etc., and also his book of 
receipts to see whether the account office receipts are pasted to the counter- 
foils of recoipis for articles registered by the village postman. 

810.^ Beats of village pOBtnien.— It will be the Inspector’s duty 
to sulrniit proposals ip the Suporinleiident showing the manner in which 
the beats o£ the village poshneii to each head and sub office in his 

sub-divisioii should be arranged, nml himself to prescribe the beats of the 
yilinge postrsien aiiaclted to branch oilices. The beats will be indicated 
in tho village sorting list ?u:pplied by the Superintendent to each head and 
mih ofllee tuidi l)y llie T-nsrH:*cior to each Ivnmeh office: and the Inspedor 
mnsl see that each viJ!ngo pewunau takes a copy of the %nl,}ngo sorting list 
oC the office to whir']? is at hw-ln.Kl for his own'in formation and giliclanee. 
There are hvo systeoi-s under uhich village jimimmCi; beats can be 
arranged, tIz., (a) tlie fixed beat, am! (h) the iinfixed beat svstem. 

Sll, Fixed beat ’’ system,— In the case of fibred lieats a' map 
should, be prepared aiul su'pplied to tlie Iwanch office concerned bv'ihe 
Inspector, in wdneh the Toufe io l)e followed by the villa, ge postman should 
be laid down, and to this iho Tilings postman must rigidly adhere. ' In' 
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the iiiaps the clays of departure froiu, and return io^ the post oilicej as also * 
the days on whicli each village in the i^eut should be visited, and the 
villages in wliicli tlio village postnuaii is allowed to halt, sliouid be noted. 
'Xo discretion is given, and tiio prescribed visits must be paid on tiie days 
iixiid, even tliougli it be woLi known that tiu-re is no correspondence ior 
cuiiection or delivcTy. The iixed beat system is best adapted to populous 
localities, where there is oruiiuirily soiiie correspoiuieiiee for every village. 

312 . “Unfixed "beat’’ system*— In the ea--;e of unfl-ved beats, 
the viliage postinan's visit to a particular village depends, not on a pre* 
scribed tour, but on whev'her there is corresponiicneo for the village or 
not. The larger the cotTespondenee .for any particular village, the more 
frec|uent will be the deliverit^s in that vliiage. Part of a beat ^may be 

fixed and part '' unfixed : and, in the case of a l)eat rvhicli is other- 
wise all unfixed, all villoges wdth letter-boxes and any villages for which 
there are al/wuys letters for delivery should be treated 09 if they w-ere in a 
fixed beat ’’ os regards both the preparation of a route map and the 
duthis of the village postman. 

313. Village sorting lists for brancli offices.— The village 
sort ing list supplied to a branch office should show first, the Nos. of village 
postiiioB io whom articles are made over for delivery, and, secondly, the 
imnies of villages which are served by each village postman. The beats 
of the village postmen should be indicated in the village sorting list, and 
it should also show in what villages letter-boxes are placed and wdiich of 
these letter-boxes are provided wdth changeahle plates. 

314. Half-yearly Tillage return. — The Inspector wdll receive 
in June and December of each year direct from eacdi liead, sub, and 
br axcli office :iu his sub-division, a return kept for the first fourteen days 
m those months, sliowing the?! niinibcr of covers of all sorts received daily 
for delivery jn*>rudi, villoge ■within the jurisdiction of the office. The 
Iiispeetor should compare these returns with the average work done daily 
lay ec.eh village posi man, as sliowii Ijv the monthh^ statements for the past 
si'x months, and then forward the j^eturns to the Superintenderit with any 
r'.^iuarks he may have to n'uike. The returns should bo submitted to the 
Sc*T)cri:iiitcinde:nt not later than the 1st February and Isi August in each 
jmar, 

815.^ Letter-boxes in rural localities.— With a view to 
develof>iug eorrospondence and meeting the eonvenieneo of the public, 
the Inspector should ascertain and report to the Superintendent in w^hat 
rural localities (villages, factories, tea-gardens, etc.) it wmuld be desirubla 
to place letter-boxes. The Inspector should take every opportunity to 
make enquiries in this direction. 

316. Painting letter-boxes. — The Inspector should carry red 
paint about wdth him when on tour, or have it sent to him, when necessary, 
from the store in the head office, and have the letter-boxes in rural 
localities which need painting, painted as he com^es across them in the 
course qf his tour, at recurring intervals of about a year. For further 
instructions regarding the painting of letter-boxes see rule 264 . 

817. Lottor-box IocIs^B. — ^The Inspector should always carry about 
wu'th him, wdien on tour, half a dozen Aligarh locks of the size u^sed for 
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letter-boxes, and make a point of examining tlie lock of every letter-box 
be comes across repl xing* the lock by a ono ^hen it is found bioLen 
or out of order. When new locks are supplied to replace unserviceable 
ones, tbc Inspector should at once send intiniation of this to the stock 
depot, on ol vhicli tlie stock depot will issue a properly numbered 

imoice to the post office concerned. 

318. Overseers’ diaries. — The Inspector will receive ftom ovei- 
seors of mail lines situated in bis sub-division weekly copies of tbeir 
diaries. These should be carefully scrutinised, and such action as may 
be necessary should bo promptly taken. They should then be sent to the 
Supenuiimdeni with any rrmaiks vhich the Inspector may have to make. 
Tlie diaries sent to the Superintendent will be returned by him when they 
are no longer required, and should then be tiled by the Inspector. 

319. Acquittance rolls for road establishments.— The ac- 
([iiittance lolls for payments made by oveiseors to road establishments 
yill, when they are complete, be senb by the overseer to the Inspecior. 
The Inspector must carefully evainint' each iiein and satisfy hims^f that 
in each case payimnii has been piomptly and correctly niade; and he 
should see that the submission ot the roll has jiot ]>o*m unduly delayed by 
the overs(*er. E\eiy ease in vliJch llio luad eslaldirthnients to be paid by 
an overseer are not paid within his fust circuit in ihe month should be 
specially repoiied to the Superintendent. Tlie Inspector should write at 
the foot of each roll the total aniounl lor ^v’hicJi he is saiisfied that pay- 
ment has been made, and, after signing the eniry, forward the roll to the 
head office concerned so as to reach the licad office at latest by the end of 
the month in wiiich the salaries are paid. 

320. Instruction of sub and brancli postmasters.— It is the 
duty of an Inspector to instruct his subordinates in their duties, especially 
when any new class of business or any changes in procedure are intio- 
duced, 

321. Monthly copies of sub-office accounts.— The monthly 
copies of sub-office accounts relating to tho sub-offices within the In- 
spector’s powers of inspection will, after they have been disposed of by 
the Supermtondent, be sent l)y bim to the Inspector, who must at once 
take any action that may he required on Ills part by ihe orders passed by 
the Superintendent. The Inspector .slioiild also examine the accounts in 
the sam<* way as tho Superintendent (^cc rule JSS), and if any point seems 
to have escaped the Superintendent’s notice, he should draw his attention 
to it. As soon as each account is finally disposed of by the Inspector, he 
should roiiiriL it lo tho Superintendent, after recoiding on it the sieps 
taken by him and any romaiks he may have to offer. 

322. MontWy abstracts of branch office transactions.— 
[n the beginning of each month the Inspector will receive, diiect from 
each branch otfico in his sub-division, aji abstract of the monetary trans- 
actions of tho oihee for the preceding month in ihe presciibed foim. After 
carefully examining the entries in those abstracts wuth a view to see that 
ihe cash balances (including tho amounts with village postmen) retained 
during the month wore wfithin ihe proscribed limits, and iliat the balances 
Indd in stamps, and represented hy tlio i>osiago duo on articles in deposit, 
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^^ere not, on ony day, largely in excess of tlie autliorised maximum 
balance for stamps or of tbo daily aveiage amount of postage due on 
articles in deposit daring the pieceding month, as the case may be, the 
Inspector should foiward the documents to the Superintendent with such 
remarks as may be called lor. 

323* Statements of charges inciirred for deliver 3 r of 
Mobilisation covers by special messengers. — When Mobilisa- 
tion notices to naLi'ie soldiers on leave or iurlough are issued by officers 
commanding native itginienis, Inspectors in whose sub-divisions covers 
containing iheso noiice'> aro received lor delivery will receive, direci from 
head offices (other than &st class head offices) and sub and branch offices, 
montlily siabmieni^. ot chargTS inclined for •'be delivery of Mobilisation 
covers by special messengers, acconjpanied by the payees’ receipts, and 
village posimen’s visit books and registers. These should bo chocked and 
disposed of by i he Inspector in accordance with the instructions given in 
rule 1 1, Appendix No. 4 in Volume V of the Manual. 

3*24. Custody of cash in branch offices.— It may not be neces- 
sary 1o supply a safe or strong chest to every branch office; but in any 
case in which the Iiispoclor considers that one or the other is required, 
he should make a report to the Superintendent. The ground for supply- 
ing a safe or strong chest to a branch office w^ould be ordinarily the 
necessity of keeping in the office a comparatively large balance or the 
insecurity of the building. 

II. When a safe or strong chest is supplied to a branch office, the 
Inspector wull issue the necessary orders regarding the arrangements to be 
made for seeming it in a safe place. The safe or strong chest should be 
kept at the nearest police station, whenever this is practicable, and can be 
done without incurring extra expense, otherwise it should be kept in the 
branch office, if the branch postmaster lives there. 

in. A safe or strong chest will not be supplied when it is not practi- 
cable to keep it in a police station or when the branch postmaster does 
not live in the post office. When a safe or strong chest is not supplied, 
the branch postmaster will make his own arrangements on his own 
personal responsibility for the custody of cash and valuables. 

825. Tests. — The Inspector should frequently issue test letters, and 
also apply other tests on the efficiency and honesty of the branch post- 
masters and village postmen in his sub-division (acc rules 282^ 283 and 
284). Tests on the clearance of letter-boxes applied by the Inspector 
should bo eomniunicated to the Ruperintondent on the Isi of each month 
in the monthly statement of lest letters in the prescribed form (Supt.-IG), 
Ta all other cases, whenever a test is applied by the Inspector, it should 
be mentioned by him in his diary. 

326. Correspondence. — The Inspector will receive correspond- 
ence direct from branch postmasters under his control and correspondence 
affecting branch offices will also be sent by postmasters and sub-post- 
masters to the Inspector for disposal. The Inspector should dispose of 
such correspondence himself without reference to the Superintendent 
except when the orders of the Superintendent are required, or wh^H;he 
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questions raised are beyond the Inspector’s powers or capacity or when 
they relate to some special class of correspondence which, under the 
orders of the Superintendent, must be submitted to him. The Inspector 
should be biief and concise in his correspondence, and use simple language 
such as can be understood by the grade of officials with whom he deals. 

Note. —See lule 210 

S27. Oomplamts made Iby the piiTblic — The Inspector should 
thoroughly and promptly inv'estigate complaints received by him from 
the public, or communicated by sub and branch postmasters directly 
subordinate to him, or transferred to him for disposal by other officers. 
The practice of merely endorsing original papers for enquiry to sub and 
branch postmasters and others should seldom be followed in dealing 
vith these cases. It is specially necessary that officials of the lower 
gravies ^sliould be ashed for definite replies on specific points. A constant 
watch should be kept on the course of the enquiry. 

Note. — ^The receipt of a complaint should be immediately acknowledged. 

328. Register and statements of complaints. — ^A register 
of complaints will be maintained by the Inspector, in the prescribed form, 
and the following classes of complaints will be entered in it : — 

(a) All complaints received by the Inspector from the public direct. 

(b) All complaints from the public communicated by sub and 

branch postmasters directly subordinate to the Inspector. 

Statements of complaints in the prescribed form will be submitted weekly 
by the Inspector to the Superintendent. 

II. Inspectors will be very careful to note that all complaints whether 
specially reported to the Superintendent or no!;, are entered in the state- 
monis of complaints. A blank siatement of complaints should not ho 
submitted to the Superintendent by the Inspector when there are no 
eniries to ])e made in it, hut a memorandum should be sent saying that 
no statement has been submitted because it would have been blank. 


829. Submission of returns.— The following is a table of the 
j'CTiodical letxirns and documents to be prepared and suWitted by 
Inspectors : — 


Defeonptiou of rt-liiTn 

To waom submittecl. 

reriod. 

Date of sabmiBsion. 

(1) Diary of Inspector 

Su pel in ten dent 

Weekly , 

1st, 8th, 16th, and 24th 
of each month. 

(2) Copy of punifeliment re 
gister. 

Supeiirtendent 

Monthly . 

1st of each month. 

(3) '’Appointment roll . 

Superintendent 

^^lonthly . 

1st of each month. 

(4) Extract from punishment 
register. 

Postmaster of 
head office 

concerned. 

Monthly . 

25th of each month. 

(5) Inspection report . 

Superintendent 

See. ruh 336 

Immediately after each 
inspection. 

(6) Village ’'etum 

i 

1 

' Superintendent 

[ 

Half-yearly 

1st February and lat 
August in each year. 
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Desf iiption of leturn. 

1 

To whom Buhmitted 

Period. 

Date 0 jmibsion. 

(7) \<iiue retiijDsin respect 
of establishments not 
finally taken over as Im- 
perial, 

1 Superintendent. 

Twice year, or 
more fioqucnilv 
if prescribed 
by Postmaster- 
Gencrai. 

The second or Ir’st if 
more than two. 
prescribed, should be 
submitted not later 
, than 20th September. 

(8) Diaiies of overseers 

Supeiinte cut. 

Weekly , 

5th, 12th, 20th, and 

28th of each month. 

(9) Statement of complaints , 

1 Superintendent. 

Weekly 

1 st, Sth, Ibth, snd 24th 
of each mont 

(10) Statement oi t( si letters 
posted in lotiei-boxos. 

I Supeimfondcnt. 

t 

Monthly . 

1 st of each month. 


II. Wlionever the date for the submission of any of the above returns 
falls on a Sunday or Post Office holiday, the returns should be despatched 
on -the next day. 

330, Diaries. — The Inspector must keep a diary in vffiicli be 
should briefly describe the day’s work showing- clearly not only every post 
office and mail line visited or inspected, but also the name of every village 
visited (with the name of the post office by which it is served and the time 
spent at each office and village). He should record in his diary the 
action taken by him in cases which are not of sufficient importance to 
require a separate report to the Superintendent, bui which should come 
to his notice. The last diary of the month should also have a note at the 
end giving (1) the total namber of days spent on tour, (2) the number of 
days spent at head^quarters, (3) the number of head, sub, and branch 
offices inspected, (4) the number of villages visited. Details of inspections 
should not be given in the diary, but reference should be made to the 
inspection reports forwarded separately to the Superintendent. 

II. A copy of the diary for the preceding week should be sent to the 
Superintendent on the 1st, 8th, 16th, and 24th of each month, and the 
diary sent on the 1st should be accompanied by a copy of the travelling 
allowance bill for the previous month. 

Note — ^Wlien submittine: his diary for the last week of the year, the Inspector should 
attach to it the following ceitificate : — 

** Certified that the chaiacter sheets and gradation li<st prosoiibed by rules 300-T and 
301-1, lespectivoly, of the Po^t Office Manual, Volume III, aie duly maintained and written 
up to date.” 

331. Direotor-GreneraPs circulars. — Circulars issued by tbe 
Director-General will be received from tbe head-quarters post office of 
the division. 

832. Postmaster-GeueraFs circulars.— Circulars issued by 
the Postmaster-General should be filed in a single guard-book, distinct 
from that for the Director-General’s circulars, and care should be taken 
to correct or cancel previous circulars, when necessary, on receipt of sub- 
sequent circulars. When the indexes of extant circulars are received, 
4ill circulars not entered in them should be removed from the guard- 
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books and disposed of as waste paper. Tbe Inspector will be lield * 
responsible that orders issued by circulars are understood and duly carried 
out by branch postmasters under his control. 

388. Disposal of records. — All the records of an Inspector's- 
office should, at the end of the third year after the year in which they 
originated, be destroyed by fire, with the following exceptions : — 

(< 2 ) Postmaster-General's circulars, the disposal of which is gov- 
erned by the preceding rule. 

(6) Cases which are not completely closed. 

(c) Copies of village sorting lists and notices of Hours of Business 

supplied to branch offices in the sub-division which have not 
been superseded. 

(d) Correspondence registers. 

(e) Maps. 

(/) Character sheets of officials in service and of those who have 
absconded. 

(g) Gradation list. 

(h) Memorandum book. 

(i) Copies of the Post Office Mamial, and other sets of rules sup- 

plied to the Inspector which are not obsolete. 

Note. — Character sheets of officials who have died, resigned, retired or been dismissed 
should be destroyed, after three years under this rule ; but the charactei sheets of officials 
in service and of those who have absconded should not be destroyed without the special 
permission of the Postmaster-General. 

334. Departmental buildings. — When the Inspector is en- 
trusted with the arrangements for the construction or repair of buildings 
departmentally, he will he primarily responsible that the money sanc- 
tioned is expended to the best advantage. In such cases the Inspector 
should ordinarily enquire what mode of construction the postmaster or 
sub or branch postmaster proposes, and when the proposal is received, 
decide whether the postmaster or sub or branch postmaster should be 
entrusted with supervising and carrying out the work, or whether other 
precautions should be taken. 

II. The date of commencement of a work should be reported by the 
Inspector to the Superintendent; and on its completion the Inspector 
should obtain a completion certificate from the officer entrusted with the 
supervision of the work, and forward it, with the vouchers for the charges 
incurred to the Superintendent. When the Inspector himself supervises 
the work, the completion certificate must be signed by him; and in other 
cases he should, whenever he can conveniently do so, himself examine the 
work and send a report with the completion certificate to the Superin- 
tendent. The completion certificate should certify that the work has been 
properly executed, and contain an account in detail of the expenditure 
actually incurred and information as to the date on which the work was 
completed. 

835. Verification of the balances of head offices by 
Inspectors. — The balances of head offices must be verified by the 
Inspector four times a year in a complete and thorough manner. When 
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tlie’verilicatioii is comploled, a r<^poit sliould bo subiiiitied to ilie Post- 
lUQbter- General through the Supermtendeut, a copy ot ilic report being 
retained on record. The Yerification report should be in tlu^ torni of 
answers to questions 1 — 20 in the standard form of verification report and 
the Inspector should bo guided, in preparing his report, by the instructions 
in rule 293 and clauses I — 20 below that lule. Beyond noting the dates 
included in the period of his visit, the Inspector should make no remarks 
in the order book of the head office. 

336. Periodical inspection of sub and branch, oflaces.— 
All the sub and branch offices in a division must be thoroughly inspected 
at least twice a year. The inspections will he divided between the 
Supermtendeut and his Inspectors according to the orders of the Post- 
ujaster-Goneral. As a genera] rule, the inspection of the more important 
sub-offices will be assigned to the Superintendent. The inspection of the 
smaller sul>-offices will he undertaken partly by the Superintendent and 
partly by his Inspectois; and the systematic inspection of branch offices 
will he the special duty of Inspectors. 

Note — An Inspector may also be specially deputed by the Postmaster* General to 
inspect a small head office. 

Note 2. — See Note to lule 289. 

337. Inspection of sub and branch ofidees.— Ordinarily 
not less than two days should be spent on the inspection of a sub-office, 
and not less than one full day on that of a branch office. Each inspection 
must be carried oul in a complete and thorough manner, and the statistics 
to be given in the report must be carefully compiled. The Inspector 
should see that only the authorised fees are taken by the sub or branch 
})Oshua‘-ter, postmen, and village postmen; and that the post office is 
working smoothly with the public and within its authorised powers. 
The Ins])ec1or should on each occa'^ion talre groat pains io examine the 
«nb av branch po^-iniastor in the principal rules, and, when necessary, 

should take over the entire management of the post office during liis 
inspection, so as to teach the sub or branch postmaster his work by a 
print if al demonstration of how it should be done. The Inspector should 
iu his ins])octioTi by the questions in the standard form of 
ins])i‘ftion report; but liis in*,pection may extend to any other matters 
into vliicli ]n‘ tliinks it advisable to enquire. 

Notf 1 —Tlio Iii'i'ptctor nerd not tia\ol or inspect on Sundnys; but this refers only 
to oidiii.iry i out no bu-inoss anci docs not warrant the po^tiionemeni of anything urgent, 
smli us an oiiquiiy into a compUint or criminal charge. 

Note 2 — Wht ii inspecting a bi’anch office, the Inspertor should picparo and submit 
to the Supoiiiitendent an indent foi any urh’cleis oi stock that nuiy be loally wanted for the 
office; and he should also piqiaie the invoke for any ai tides of stock that he considers 
should he letuined as unsei\icoublc to the stock depot. — ;S'ce rule.'i 338-11 mid 359. 

388. Inspection reports. — When the inspection of an office 
is com])leted, the Inspector must submit a re])ort to the Superintendent 
containing an account of his inspection. Any remarks that may ho called 
for, apart from the answers to the questions, should be added at the end 
of the report. The report should conclude with a certificate of inspection 
in the following^ words: — Certified that the inspection has been made 
in accordance with the list of questions prescribed in the standard form 
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, of inspection report and that no irregularity otlier than those mentioned 
above was detected.” 

II. The Superintendent will, after disposing of an inspection report 
received from an Inspector, return it to him for such action as may be 
necessary on his part. The Inspectors should then send back the report 
to the Superintendent to be filed. 

Note 1. — Inspection reports should be prepared by Inspectors according to the 
Jnstiuctions given in rule 292. 

Note 2. — In the case of a combined office, the Inspector should be guided, in his 
inspection of the telegraph branch of the office, by the questions in the standard form of 
inspection report on combined offices. The answers to these questions should be written 
on plain paper, the questions being cited by their Nos , and should be submitted attached 
^10 the inspection report on the office in its capacity as a post office. 

389. Order book. — ^When tlie inspection of an office is com- 
pleted, the Inspector should enter in the office order book any remarks he 
may have to make or any orders which he may wish to record. Instruc- 
tions for the adjustment of errors that cannot be rectified before the 
Inspector’s departure, must be entered in the order book. Entries in the 
order book should be signed and dated by the Inspector, and a copy sTiould 
be appended to the inspection report. 

II. The Inspector should at each inspection examine the office order 
book, to see whether it is in good order and that the pages are complete, 
and should also satisfy himself that any action required on the part of 
the office by the orders or remarks recorded at the last inspection was 
promptly taken. 

340. Periodical inspection of mail lines. — Mail lines must 
be inspected twice a year at intervals of about six months. The inspec- 
tions will be made by either the Superintendent or Inspector; but ordi- 
narily only the less important mail lines will be inspected bj^ the Inspector. 
The inspections of mail lines should, as a rule, be carried out during 
the course of a tour. No inspection report is required but the result 
should he noted in the diary. The following questions will suggest the 
points to which enquiries should be specially directed : — 

(a) Are the runners’ huts suitably situated on the side of the road? 
Are they in good repair; and do the runners live in them? 

(h) Is the full number of runners entertained ; and is the number 
sufficient ? 

(c) If the weight of mails is excessive, can it be reduced by using 
smaller bags or diverting a portion of the mails to other 
lines ? 

{d) Are the runners furnished with certificates of appointment? 
Have entries been made on the reverse of the certificaies, as 
well as on the reverse of the counterfoils, of all leave, punish- 
ments, etc. ? 

(c) Do the runners receive their pay regularly and in full? Have 
they any complaints to make on this or any other subject 
against the overseer? If so, are their complaints well 
founded ? 
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(/) Are the runners supplied with badges, belts and staves ; and axe 
these used by them when on duty? 

(g) Does the overseer constantly travel over the line; and does he 

keep the runners under efficient control ? 

(h) Would any revised arrangements or change of route expedite 

the transmission of the mails or improve the service ? 

(i) Has the overseer a vernacular copy of the rules for overseers 

(chapter 0, Volume III), and, if so, is it kept corrected up 
to date? 

II. The Inspector should, when the inspection is completed, write in 
vernacular in the overseer’s order book any remarks that may be called 
for, or any orders that he may wish to record, and attach his signature. 
A copy of any remarks or orders written in the overseer’s order book 
should be made (in English) in the Inspector’s diary in which the result 
of the inspection is noted. 
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CIIAiTER 4. 

Town Inspectors of post offices. 

K,B»—Th «?c Titles^ with siwh modiflcniions the Head of the Circle 
considers necessarf/f also applj/ to the town Jnspeciors of Calcutta^ 
Madras^ Bombnyj, and Bangoon* 

341. Jurisdiction of town Inspectors.— Thc^ Postmaster- 
General will tix the jurisdiction of eacli town Inspector in his circle. 

842. Powers of town Inspectors. — The powers of a town 
Inspector arc limited to reporting cases of suspected fraud, negligence, 
irreguliiriiies, etc., to the SuperinienJeni or postmaster to whom he is 
subordinate. He has no power to appoint, dismiss, transfer, or ptmisb 
subordinates, and he will therefore not keep character sheets. 

343. Duties of town Inspectors.— The town Inspector's 
primary duty is to supervise the ■work of postmen and of other postal 
subordinates working outside the olficc, such as letter-box peons, runners, 
etc. 


II. Ho will also make any personal enquiries entrusted to him by the 
postmaster, and generally periorm any oat-door postal uoik which the 
postmaster may assign to him, but in no case shoxild ho correspond with 
tlie public. 

III. He will also, under the postmaster’s orders, supervise the work^ 
ing ot the town oflices, and inspect, at such intervals as may be directed, 
saeh town offices as are assigned to him for tin’s purpose by the Postmast or- 
(ieneral, and after inspecl ion will record his remarks in tlio order book. 

344. Personal knowledge of subordinates. — Jn order to 
bo able to control his subordinates effectively, it is essential that the town 
Tnspeetor should make himself acquainted with (1) the character of all 
officials attached to town offices, and of the postmen and letter-box peons 
attached to the head office, (2) the heat of each postman and letter-box 
peon, and (3) the estimation in which each postman is held by the public 
he serves. He should take every opportunity to acquire a thorough 
knowledge of the conduct and antecedents of postmen and letter-box 
peons under him. 

345. Knowledge of Post Ofidee rules.— A town Inspector 
must possess a practical knowledge of Post Office work, as well as a 
thorough knowledge of Post Office Manual rules. He should be qualified 
to instruct his subordinates in their duties, especially when any new class 
of business is undertaken by the Department or when any change in 
procedure is introduced. He should be qualified to take charge of and 
work a sub or branch office if required. 
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34:6, Memoranduni book, — The town Inspector should keep 
a rough memorandum book in which he should make entries regarding 
any matters worthy of note which would not ordinarily be placed on 
official record. All occurrences coming under his notice, which can be 
used subsequently for the application of checks on the offices under him 
or on the working of postmen or letter-bos peons, should be noted in this 
book, which should be handed to his successor. 

34'7, Postal map of the town. — The town Inspector should 
have a proper postal map of his jurisdiction in which all the divisions of 
the town and the main roads should be shown. He should mark in red 
ink, in this map ihe j^ositions of all the post offices and letter-boxes in the 
town, indicating the class — ^whether pillar or portable — of each letter- 
box. The mail lines and the beats of the postmen should also be shown 
by red lines. 

348. Delivery beat lists. — The town Inspector must make 
himself familiar with the delivery beats of all the postmen in the town. 
To enable him to do so the postmaster will prepare and furnish him ‘with 
a book which will be in two parts — 

(1) A complete list of all the delivery beats into which the town is 

divided, with a list of the main quarters of the town, the 
streets, and chief places of public business or trade in each 
beat, arranged according to the order of delivery in the 
beats. 

(2) An alphabetical list of all the main quarters of the town, the 

streets, and chief places of public business or trade in the 
town with the numbers of the beats in which they are 
located. 

II. The town Inspector should see that every postman is thoroughly 
acquainted with the localities in his own beat and is familiar with the 
names and addresses of all the permanent residents. For this purpose he 
should, from time to time, test each postman’s knowledge of his beat by 
examining him in the beat list, and he should record the result in his 
diary for the postmaster’s information. The delivery beat lists should 
lie added to, or corrected from time to time as changes are ordered by the 
postmaster, and the book should be made over by the Inspector to his 
successor. 

349. Tests. — It is the town Inspector’s duty to see that outside 
letter-boxes are cleared punctually at the hour fixed, and that they are 
in good condition and properly painted. When he passes a letter-box 
he will satisfy liimseH that the laour-plate exposed is the correct one. He 
will also, wffien he meets a letter-box peon, examine the hour-plates in his 
custody to see that he is up to time. The clearance of the head office 
and the town sub-office letter-boxes should also bo tested as frequently 
OvS possible by posting test-letters and cards to the postmaster. The town 
Inspector should also frequently post test-cards addressed to himself. All 
test-letters and cards should be posted 3 or 4 minutes before the hour of 
next clearance of the letter-box. The town Inspector should also apply 
ether* o^iccks to towst the efficiency and honesty of sub and branch post- 
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masters, postmen, and ]etier-box peons under his conirol. \'\''henovcr 
a test is applied by the town Inspector, he should record tlie fuct in liis 
diary and also attach to il: the test-letters and cards with a brief remark 
as to the result of each test. 

350. Supervision over postmen. — Tlie posimen while in the 
office are under the supervision of ihe delivery clerk, but as soon as they 
leave the office tho town Inspector is responsible for their movements. 

II. The town Inspector should attend at least two of the more im- 
portant deliveries every day, sign the statement of deliveries kept up in 
the delivery department and leave ihe office with the postmen, it is his 
duty to see that the postmen wear their belts and l>adges ^\hen on duty, 
that they are dressed neatly and cleanly, thal they do not loiior about after 
they leave the office but proceed immediately on their beuLs, that they do 
not deviate from the beat prescribed, and that iliey do not employ the 
agency of any unaxilhorised persons to deliver articles oiiirusted io thean 
for delivery. All defects noticed should be entered in the diary. 

•III. The paid delivery is the most important delivery. It is of great 
importance that paid articles should be placed in the hands of addressees 
as soon as possible, and every means of expediting this delivery should be 
adopted. The town Inspector should follow the postmen to sec that they 
distribute letters without delay. He should also post test-letters io the 
address of persons residing near ihe end of a postman’s beat in order to 
ascertain that the postman completes his work within a reasonal>le time. 

351. Examination of postmen’s bags. — The tovn Inspec- 
tor must frequently examine the bags of postmen while they aro out 
on their beat, with the object of ascertaining whether, any article has been 
detained or passed from one postman to another without tho intervention 
of the delivery clerk. He should also see that — 

(а) each postman — if required io do so — carrier a supply of postage 

stamps, ombosvscd envelopes and postcards, and such postal 
forms as are used by the public ; 

(б) the postmen’s books are correctly filled up before the men leave 

the office; 

(c) proper receipts are obtained in the postmoirs bookvS for signed 

receipts and registered articles returned undelivered ; 

(d) every unpaid letter bears an impression in green ink of the 

special unpaid stamp ; 

(e) the amount of advance for stamps exists either in cash or 

stamps ; 

(/) The special pads for taking ihunib-impresvsions are kept clean, 
and that they are properly inked ; 

(g) each postman has in bis bag a correct copy of his beat list 
signed by the head delivery clerk and countersigned by the 
postmaster. 

II. If any irregularity is detected, a note should be recorded in the 
diary and in the postman’s book. The postman’s book should be initialed 
each time his bag is examined. 
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^ 852. Undelivered articles returned by postmen.— 
Articles incorrectly treated as refused or unclaimed, or tliose on which 
the remarks as to cause of non-delivery are not clear will be transferred 
hy the postmaster to the town Inspector, under receipt, for further 
enquiry. The town Inspector must do his utmost to deliver or at least 
to obtain some clue regarding the addressee. If any such article is deli- 
vered by the town Inspector he should call upon the postman in fault 
to explain his neglect and should submit the explanation with his own 
remarks to the postmaster. The result of his endeavours to effect delivery 
should be noted in the diary, and the covers of all articles delivered 
should, if possible, be attached to the diary. Any postage recovered on 
unpaid articles delivered by the town Inspector should be made over 
under receipt to the treasurer, and all articles returned as undeliverable 
should be made over to the deposit clerk under receipt, 

853. Oases and complaints to be enquired into. — All 
eases received by the town Inspector for enquiry should be attended to 
by him immediately on receipt. Complaints received by him direct from 
the public or communicated by sub and branch postmasters directly 
subordinate to him or sent to him by the Superintendent or the postmaster, 
should be gone into with the determination to get at the bottom of them 
and he should be careful to prevent all unnecessary delay. The practice 
of endorsing original papers for enquiry ’’ to sub and branch post- 
masters and others is strictly forbidden and the town Inspector has no 
power to transfer any case to a subordinate without obtaining the post- 
master’s orders to that effect. He must go personally to the town offices 
concerned and obtain definite replies on the specific points. 

354. Hours of despatcli of mails from town ofiSces. — 
The postmaster will furnish the town Inspector for his guidance with a 
statement, according to the form given in this rule, of the hours of 
lespatch of mails fiom town offices. 




Chap. 4.J 


TO\,N rO£i^> Ol VOVi 01 i /< 


l1> 

II. Tliis alatoinent coutains ubelul iul-ormatiou, and shcul 1 no le/erred 
to by the town Inspector w'ben making onquiiies into conipiaiLls regarding 
delays to letters, detentions to mails, eie. It w iiJ also lie^p to (book the 
Arorking oi ximnois. 

III. The statement .diould be co.ieHed i’loin time to time us changes 

are made by the postniastm, end it stiould be ovn i>y the tOv n 

Inspector to his succe'>soi. 

S55. Diai'‘y of Lho — xl ei <1 accural ^ 

account oi tne town insj)tct()^’s ^ oik dtniiig the dev ‘'hoiiid bo noted in a 
diary in the prv^etibed toim •‘o bo sulmiiuod oou^ * \ening io the post* 
master who 111 cxambie it *iik 1 t^s ln\ m dej s on il . 

XI. This diary will oidinarily be the only uiiiteii commauication 
between the to^ a inspector and the posimastei, with ilio exception oi: 
lepovts on impOit lA compk iin t*' vs All c*v ^{ions end recon. - 

inendalions, thcr^dois which ar^ not ot .uuUci^n i.i.j o.tt m e lo n^quire 
a sepaitne leooit lO 'li(‘ Supniiit ndenr or ju sniPsj v, lint whiclt, it is 
necessary or deslr iblo, should come und n lu«? notice, nurd b^ detailed in 
the diary, blank sheets being aitaehod to I he printed foim. it nccessaiy. 

850. Disposal of diary, — E\ery Monday moraing 2nd class 
postmasters will send the diaries of the previous week to the Superinten- 
dent, First class posimasters and 8u]>erintendcnts will, after passing 
orders, forward tho diaries of each month in the tirsl w’oek of the following 
month to the rosimaster-Gon^u’ul. 

357. Diaries of siib-in.Dp.*'ot;Drs of pod'neu.— Tue d'lnes 
of sub- inspectors of postmen wl’J bf‘ pcisonall^v iinmlod over by them to 
the town InspecMor cwciy d ly. "1 uc a n insj^Cc ^’*11 sc’utii:^ * t‘a h 
diurj , and after checking ii and r< lording IdH renia ks w-ih regard to each 
irregularitj , he will submit it with his owm diary. 
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369 WXrkly Kfoi Jii buMclk? 3e3 Di po^sil of lOMnfL 

360 Iiistim turns* lor tlie e of 36^ iX.>posal oi i( h bilk and iff euj ces. 

ttui at<ouut£r 365 icpoit, 

361. Ii roaulaut to U br^mght to notice 
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Circle Examiner*, of accounts. 

35S. Duties of an ZlIxaD'imer. S'lV' oi Of-ricer^ are ap- 

poinlodio encb po^ta^ ^iiclo, a3iom‘ duties eie (1) io sof‘ tliat sums "‘olleetod 
")n accoiini oi po'=a»ge )i ras'OiU'. dut\ oi. ]uin*ei^ doliveied are roiioeily 
l)i‘Ouglii to aecoimi, - b h\ ILo dh^lnnseii'eni oi salaiio^ io post oflico 

establi^limeiits, and (o^ In check post office cmiihigeij** Idlls. TlieM"^ olhceis 
aie de^i^iuoed i ,x< h Vj\ oi .ct(n!i«. Tli(‘ (^rclo Ex*unaei's 

i '’>ee is a titiouaM' oae, aud loeaied ai tlie liead-qiiaiiers oi the circle. 

II. As re 2 :a 2 ‘ds simjs e<dleeto(I ou piiKtds and the disbursement of 
"udsjries, llie iiislriiciions given nuder rale d(jO slu^uld ])e o1>««(‘rved. 

III. As leguids contingent chaigrs, ihe monthly md-payablo con- 
tingent bill sent to ihe Postaiabtei-Geuerai ior oountersignahuo ^ull, in 

e nisi iu‘*i‘»ue\ L‘ made ovau* io ihe (^htde Examiner, wtio sliould check 
ihe eiitiieh in ihe bill wiili die ^omdieis end original orders sanctioning 
the charges. When ihi- cheek Ins been eairied out, each vouclier should 
be initialed ])j the (dude ENamiuer, ‘oul It* bdl, ^^iih Tie^ TOU'diors and 
orders of sanetioa, slicubl be ])laM‘d lx f< u ibe Poshrast/ rAbneral for 
countci'signahiro. 

359. Weekly account bundles.— liaeli Lead office wjj] for- 
vvard lO llie fh*rcl(‘ Exciiuner on tL(‘ El, 8(h, Ifiili, and 2fth of each month 
the weeklj" account biuidle containing ilm diKumieniB mentioned in rule 
526, Volume I (8lh edition), th<‘ document^ mentioned in rule 916 of the 
same volume being also included in the kly eccount bundle submitted 
oil ihe Ut ot each niomh. The Evaiuimu* should insisi on absolute punc- 
tuality in the submission of the weekly account bundles and see that the 
documents contained in them are complete. The omission of any rlocu- 
ment and eny delay, even of one day, should be reported by an entry in 
ihe book of errors and irregularities. 

360. Instructions for tlie examination of the ac- 
counts. — The Examiner should examine the accounts received in the 
weekly account bundles in ac(*ordan(*e with tlie instructions contained 
in the following clauses : — 

JParrel mail articles^ 

C^use 1.— Examination of index of bearing parcel lists 
received. — See that the entires in the printed slips pasted to the index 
of bearing parcel lists received of each head office are correct, by reference 
to the slips pasted at the beginning of the guard-book in which the 
indexes of the head ojHice are filed . 

II. Compare the serial Nos. borne by ihe bearing parcel lists with ihe 
entries in the index and see that all the parcel lists entered in the index 
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Jti^ve been submitted for examination. Also satisfy yourself (1) that the 
serial Nos. of the parcel lists entered in each index form an unbroken 
series for each despatching post office and set of a section or mail office, 
and (2) that the last serial Nos. brought forward in the index under 
e 'lamination correspond with the last serial Nos. entered in the index 
of the head office for the previous week, by reference to the guard-book 
ill which the latter is filed. 

III. Should a parcel list be wanting, call for an explanation of its 
absence by an entry in the book of errors and irregularities, if an explana- 
tion has not already been furnished by the postmaster, and be careful to 
watch that the missing list is submitted subsequently for examination. 
Should a parcel list be incorrectly numbered, report the irregularity by 
an entry in the book of errons and irregularities, unless a letter from the 
despatching office, authorising the correction of the No. is sent to you 
with tlie parcel list; if any such letter is subsequently received, the parcel 
list should be corrected accordingly, and the letter should be made over 
to the Postmaster-General for disposal in continuation of the previous 
report. 

Note l.—The indexes received should bo filed in guard-books, in the order in which 
they are received, a separate guard-book being kept for each head office. Printed slips, 
similar to those supplied to each head office, showing the names of offices, and sections from 
which bearing parcel lists may be received by the head office and each of its sub-offices, 
will be «?upplied by the Postmast ev-Oeneral to the Examinei. The slips referring to each 
head office should be pasted at the beginning of the guard-book in which the head office 
indexes are filed ; and when notice of any coricction is received from the Postmaster- 
General, the slips should be corrected, or if ie\ised slips aic loceived, they should be 
substituted in the guard-book for the obsolete slips 

Note 2. — The Examiner should satisfy himself, when examining the indexes for the 
last week of March and the first week of April of each year, that the blank bearing parcel 
lists (including “ station beaiing parcel lists)^ to be issued by each post^ office and set 
of a section and mail office, on the 3ist March, in order to complete the series of Nos. for 
th»‘ year, have been submitted to him foi examination. 

Note 3. — ^\Yhen a post office, section, or mail office is to be closed, or a set of a section 
or mail office is to be abolished, or a seiies of numbered parcel lists is to be discontinued 
from any other cause, information of the date from which the change will have effect will 
bo given to the Circle Examiner, who should see that the blank parcel lists to bo issued in 
order to close all the series of Nos. concerned aie duly submitted to him. 

Clause 2.— Comparison of bearing parcel lists with re- 
ceipts. — Check ilie entries in each hearing parcel list (1) with the 
receipts for the articles delivered, and (2') with the attested copies of 
receipts for those redirected or treated as missent, unclaimed or refused ; 
if for any entry there is no corresponding receipt or attested copy of the 
receipt, see that a note has been recorded against the entry affording 
particulars of the office to which the article was forwarded, or of the 
‘^station ” heniiiig pared list to which it was transferred, as the case 
may be. 

II. Detacii some of the attesied copies ot receipts selected at random, 
tiiid send them for verification to the offices to which the articles were 
redirected or returned : as regards entries for which there are no receipts 
or attested copies of receipts, keep note of some of the entries and satisfy 
yourself that the articles were disposed of as stated, by reference to the 
actual parcel lists with which they were despatched or station parcel 
lists to which they were transferred* 
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111 111 all cases in whicli a parcel is shown as transferred from vi 
bearing parcel list to a due parcel list, the original parcel ref‘eipt -should 
be called for from the office of de1iv<u*y and exaiuined to sec that no 
amount was due on the parcel ; and if the original parc(d receipt is not 
forthcoming, the office of posting in the case of inland parrels and the 
office of foreign exchange in the case ol inward foreign pur<*els should be 
addressed in the matter, 

Notl. — W hen an attested fopy i'- - ‘i.t io .i p< o’^ic ‘oi ifnMticju, 

the remark ‘*{name ofptf to ichirh fut\ Tui ation ” hhoilrl ![><* wiittori by the 

Examiner on the pil'd ii t 1 \\ hon tl '* e i^tul lopjes of 

receipts sent to post offices toi \eiifuation HMoi\c‘fI bark \eiirud, thf*y t-hoiild be 
destroyed. 

Clause 8.— Check of postage stamps affixed to parcel 
receipts, — In any c‘'^e in ^^hicl. an ‘nland paic^ 1 lei'.djjt .ibow'. that 
there was any postage due on the par<*e], s<‘e llrii ordinaiy po^tage stamps 
for the correct amouni arti affixed to the ri^ceipt. 

n. In Ihe cas'^ of inward loreign parcels, if the receipt shows that 
there was any accrued postage or any customs duty due on Jie parcel, 
see that ordinary po^^tago stamps arc affixed to ihe receipt in payment of 
the postage noted thereon for recovery, and satisfy youi'sell: iiy (‘areful 
examination of iho receipt, either — 

(а) that postal seivice postage stamps reprovsenfcing the amount of 

the cusiotiis duty entered in \\ords and figms s on the iveeijit 
by tile office of foreign exchanire htw^e been duly nhixed to 
the receipt, or 

(б) that the whole or any portion of the amount not so represented 

by postal service podage stamps affixed to the receipt is 
accounted for by a properly attested co])y of ihe cancelling 
order of the customs authorities attached to the receipt. 

in. Carefully scruliiiise all eulries relating to posiage due or customs 
duty made by the oflices of posting or the offices of exchange on the 
receipts, and if any alteration or erasure in any of those entries is noticed, 
send the doennient in which it 0 {‘(*urs, witli a report, to the Postmavstcr- 
General. 

IV- Carefully scrunnise the postage stamps, and satisfy yourself that 
they are genuine, and properly defaced, and that they do not bear >signs 
of having been previously used for some other pur])ose. Rend all docti- 
ments bearing stamps which look suspicious, with a report, to the Post- 
master-General, Have the postage stamps, after check, punched in your 
presence. 

Note 1.— It slimild be bmuo in mind thnt althoiii^h the rules require that the postage 
on parcels should in all cases be piepaid, in the following circumstances there will be sums 
(on account of postage or ('ustoms duty) to be rc<‘overecl on delivery from ihe addressees 
of parcels, and the Kxamiri<n’ is leijiiiiod carefully to satisfy lumFelf th.it the«ie sums are 
correctly brought to account : — 

(1) When an ofTiciai article weighing more than 40 tolas is taxed with postage, on 

being treated «as a xiai'cel. 

(2) When a parcel is found in a letter-box and is taxed with postage as a registered 

parcel. 

When an inward foreign parcel is received charged with a<‘crued noftage ot 
customs duty. 
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Noic 2 — Each Examinei ib supplied liom ihe Diie^toi Geiiexal’s office with a card 
‘containing a set of Indian adhesive postage stamps in cuiient use, for the purpose of 
testing the genuineness, by compaiison, of any postage stamps affixed to paicel receipts 
that may appeal to him to be aoubtfuL A spcoimen of eveiy fieoh adhesive postage stamp 
iicvvly biougtit iiuo use \m 11 aLo be supplied t-o the Examinei and should be affixed by him 
io the caid. The Examinei will oe pcisonally lespoPoible that ihe specimen stamps do not 
become lost oi damaged He should, theieioie, take gicat caie of the caid, and it should 
be handed by him lo hi^s siiccessoi when Ovei iharge of his office 

’ Clause 4 — Eisamifiation of v.^p. article receipts.— In 
the course of the examination prescribed in clause 2, see that to every 
v.-p. article receipt the money order receipt for the money order issued is 
pasted. See that the particulars of the money order are correct, and that 
the date of issue corresponds with the date of delivery of the v.-p. article. 
\Vhen these dates diher, satisfy yoiirseK that a satisfactory explanation 
has been given for the difference, under the postmasfcer^s or sub-post- 
master’a signature. 


Memorandum of di.sj}ursemen.^ if n^ciuries* 

Jiaiise 5. — Clieck cf memorandiim of disbiirsemeHt. — 
See that the entries in the memorandum of disbursement are duly 
supported by acquittance rolls, numbered in a monthly consecutive series, 
and veiify the totals of the money columns of ihe memorandum and of the 
acquittance rolls. See that the acquittance i oils are signed by rhe payees, 
and that for every payment exceeding S20 the signature of the payee has 
been taken across an adhesive postage stamp of the value of one anna 
except in the case of payments made fxom a post office at a place where 
the Indian Stamp Act is not in force. 

Exception —The lecelpt for a sum exceeding UlOO which has been paid to a person 
\/ho is not A postal official will not accompany the memorandum of disbuisement, but a 
lomark will appear a/rmst the eniiy of the charge m the acquittance loll to the ehect that 
the leceipt has been soiit io the Audit Office with the establishment bill. 

II, After this check has been carried out, write, in words and figures, 
at the foot of the memorandum, the total amount which you are satisfied 
has been actually disbursed (excludms^ any amounts originally paid to 
overseers, but returned undisbui.^ed), sign and date the entry, impress 
ihe memorandum and each acquittance roll appertaining to it with your 
special stamp, and then return the memorandum with all the acquittance 
rolls, in a postal service registered cover, to the head office. 

Note — The statements of secuiity lecoveiies piepaied by head postmasters in accord- 
. lice with lule 14 of Appendix No 12 in \ olume \ o.. the Maitual (3id edition), should 
be tieatcd in all lesnects as aenuittnuco loPs 

Clause 6.— Check of flues realised.— Examine the extracts 
from punishment registers and satisfy yourself by leforence io the ac- 
quittance rolls that the fines imposed have been correctly deducted from 
the salaries of the persons fined. 

361. Irregularities to Ibe Tbrought to notice.— In the course 
of the examination of the accounts and documents submitted by head 
offices, all errors and irregularities that corhe to notice day by day should 
be noted in the book of errors and irregularities supplied for the purpose 
to the Examiner. The pag^s in each book bear printed serial Nos., and 
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tile eniiies should be diipli<-*a' ed on the In Jiiri ^ dlioiiio 

paper. The rajiort'^ should oe d and <1 ‘ d by th(‘ C vai » lai, ?»<! ilu 
lo’^\or slips should be detothed and ^enl to il< j*osijna'-\ i ioi 
disposal. The coires])oud ‘otj in ^ ( sOd ou I’ ..naiiKT mW i a uied 
to enuies in the book of exiois i nd in ‘x^ufai li\ •». 

862. Records ol tbs 1:>iu liiior’i oiSce. --vHir iL j<c(o .m- 

and docnments subniiilfd \^eckl)" h ive u^vii t^ainiii *d, die pai< el 'ud xe^j 
should 1)6 hied in guard-books lu the nn. la o alicady destuued; and the 
parcel lists, vith the receipts f li<M.hed, '^houid be ])ui up in bundles, tvhich 
should be labelled ttith the ua^ee ot the be m 1 olh(‘o and the v\<‘el: io \\liich 
the lists refer. When Ihe bundles lOr oil i ) ii oi Teontli Pave 

been examined, they should be th‘d in a ii»o i bK- bumlle, ttlueh sh add 
be labelled t\itb the name oi the Aiiontli and the !n ad olliee conreined. 

863. Disposal of lecoid^: — '^'ho P J id iivnl [or ^le ]>ns(Tva- 
ilon of the eeorcls of an Examlnei’s olbu" iv l^e non'h^. The 
Examine'' must on the 1st ol each month hate all UMOids, whicJi are 
meie than t^\elv^ months old. (ieSL'‘oycd !)y in hi-, uieseiie^ 

J64. Disposal of soarcli bills and 3”eferenc6S.-~ -Search 

b^‘Es issued to trace parcels, etc., and refetences irom j)ostmjsters and 
"/i ms in fonnection t\ith domiments filed in ilu‘ Exanviur's olhce uilb 
vhen necessary, be sent to the Postmt‘ster-(ieiinal\ office for disposal. 
These will be disposed of by the Posimaste»’-H# neial^s oihee ni ilie tme 
manner as other correspondence i^xeived. Should any parcel list or 
reeeipi or other document v\ the Exandini^ office bo anted for re- 
ference, the Examiner should not be requiied to furnish ii, but a clerk in 
the Postmaster-General’s office should go to the Examiner’s office and 
I'efer to it. 

II. Whenever any doeumeni in the Examiner’s office has to be re- 
moved from its proper place, it sliould be shown to the Exaniiuer befoti' 
lemoval and a slip should l)e left in its place. Receipts and other docu 
ments returned to the Examiner after removal sbouid he at onco file*, 
again in their proper places by the official who took tbetu away; but if 
’t lb necessary to keep a receipt in the file of the PovStmasier-Genefv\l’s 
oihee, a note should be vritien by the cderlc uho removed the doennen^ 
on the parcel list to which it appertains, stating that the document 
been retained and will be found in the tile, the ease mark of vbicli should 
be quoted. 

865. Progress report. — The Kxemim 1 suoidd, on the evening 
of the 1st, 8th, 16th, and 24th of each month, suliinit to the Postmaster- 
General a weekly progress report in the piescrilied form. The names of 
[he head offices should be onteied in tbe first column of the report in 
alphabetical order. 
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CHAPTER 6. 

Overseers. 

866. Duties of tlie overseer.— TIk- overseer is primarily re- 
sponsibif (or ilie oflicieiiT working o3 llio mail line or linos luolor liis 
charge; hut he may al^o, uDclor ihe orders oi tlv Postmuster-Goucral, be 
required to cou'.ey or cscoit remit tauces ol cash between two oflices either 
under a regular system or as occasion arinOi. lie will be held personally 
answerable that, the mails aic conveyed at the proseiibod rate o£ speed, 
and that he lOJiuer.s aie .■•cleeiod only alter careful en(,uuy into their 
character and aniocedeuts. IIo must constantly travel over his beat to 
Ruporvisf' tbo runners, and to satisfy himself tliai the proper number are 
always p'-esent at the different stages when the mail arrivi's. Where huts 
arc pio\i(led for the runnois, the overseer must see that they live in them 
aud jiot ill ihe ncighhouiiug villages; and that where there is no hut at a 
stage, the luuuers await (ho arrival of the mail at some selected spot. 

Noti:.— S hould an ovon^eor, ai any iime, notico any datnaij^o to a tolec?rai>h line, the 
and position oi the ar(id^‘Pt shoidu be rejuitcd by him at onie to iho post 

olBce. Ennner? should he instiia led to '•iniila»ly lepoit uny damaj^e nothed by them. 

867, Overseer’s beats.— The heal of an overseer will be 
arranged by the Suporinteiidout and will comprise the mail lines (main 
and branch) placed under his charge and the ofiices (if any) that he is 
required to visit in connection with cash remittances. One of the offices 
situated iu the heat will he selected by the Superintendent as the overseer’s 
central office, aud he will he required to return to his central office 
regularly at fixed intervals. 

II. Tlie Sujieriiiteudeut will furnish each overseer with a route state- 
meut showing the period to he occupied by the overseer’s circuit of the 
Hues which ho has to supennso and the offices (if any) which he has to 
serve in connection with the transport of cash, the dates in each month 
or iho day or days of the week on which the overseer must bo at his central 
office iu order to begin each circuit, and the lines and names of the offices 
(if any) to he visited during the circuit , arranged iu the order in which 
they are to he visited. The overseer will not bo required to visit each 
line or office on a particular day; but he will be required to visit, in the 
time fixed, all the lines and offices shown in his route statement. 

Note.— I t may not be possible in every case for the overseer to complete his circuit 
within the prescribed time owing to his having to proceed to another part of his beat in 
order to enquire into a loss case or make mail arr.angements, etc., but whenever this is the 
case an explanation should be given by the overseer in his diary. i 
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• if necessary from the police, that he bears a good character* Preference 
should be given to men who belong to villages in the vicinity of the stage 
where they are to be employed. None but strong, active men, who aie 
able to carry the mails at the pi'escribed speed, should be appointed 
runners. 

369, Runners’ appointment certificates.— Each overseer 
will be supplied by the head office to which the runners^ lines under his 
control are attached with forms of runners’ appointment certificate, bound 
in books. When a runner is selected by the overseer to fill a substantive 
post, a certificate, in the prescribed form, should be filled up l)y the over- 
seer, and the book should be sent to the Inspector of the sub-division for 
signatuic. On return of the book from the Inspector with his signature 
on the original and counterfoil, the certificate should be torn out of the 
book and given to the runner. This certificate will constitute his order 
of appointment. 

II. A separate book should be used for each group of runners’ lines 
under the same head office and not for each line when there are two or 
more lines under the same head office, and each book should be kept in a 
waterproof case. A new book will not be supplied until the counterfoils 
of the used-up book have been returned to the head office to which the 
line is attached. 


Note l.~When an overseer relinquishes charge of his beat, he must make over the 
book containing counterfoils of runners’ appointment certificates to his successor. 

Note 2, — Note to rule 496 applies to this rule. 

Note 3. — ^When a new entry has to be made on the reverse of the counterfoil in a 
used-up book which has already been sent to the head office, the used-up book should be 
obtained for the purpose (through the Inspector) from the head office and returned without 
delay when the necessary entry has been made. 


370. Character sheets.— The overseer must himself keep up, 
in the prescribed form, a character sheet of the runners under his control. 
A separate sheet should he assigned to each runner, and the sheets of all 
the runners should be kept together in a separate file in alphabetical order 
with a nominal list. Only cases in which a runner is fined or suspended, 
and special cases of good service or misconduct should be noted (briefly) 
in the character sheets, the order of the Superintendent or Inspector being 
<)uoted in each case. The character sheets must be kept corrected up to 
date, and they should be treated as confidential and should remain in the 
])ersonal custody of the overseer, and be banded by him to his successor 
when he gives over charge. 

II, IrVhen a runner is transferred or deputed for a period exceeding 
Ihree months, from the control of an overseer, his character sheet should 
be submitted confidentially in a postal service registered cover to the 
Inspector for disposal. 


, should nlways be kept unfolded between two boards, and 

when it IS necessary to -end a character sheet by post, it should always be forwarded 
unfolded between two caid boards. jo wu 

fhTuSrr of tirS' « oSi 
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'871. Huts for runners.L-WlicTe huts are proTided ioi the ’ 
accommodation of ruBneiSj they aie erected at the public expen‘5e: but 
strict economy must be observed in building th('m. The chei^pest 
materials should be used in their construe tiou, and the tuinieib thoiu^ehes 
should ordinarily be utilised ioi the nece'^saiy bibour. llunners must also 
keep their huts in lepair, though mateilals, siuh as ])amboos and lope, 
which they cannot themselves su])pl\ . may, vlion '^saiy, 1)0 fin niched 
to them for the purpose* It ^sill h(^ the dlti^ ot the ovei^eei trequeiitly 
to inspect the coiidition of the huts in his boa I- and to see that they are 
kept in good repair. 

372. Disbursement of pay to runners oteiheei is 
entrusted with the duty of disbursing the pay of the roa<l establishment 
of the mail line or lines under his chuige, when the luinuTS caTinoi, o\ving 
to the situation of their homes and stages, (‘<)nv(‘iiiently olilain their pay 
direct from a post oiHce. He will be held u‘sj)onsible that eveiy runner 
whom ho is ordered to pay receives his pa\ in lull, that no nmnitlioi ised 
deductions are made, that the amounts due to sul>'*titutc‘s aie ('oirectly 
disbui|?ed, and that no avoidable delav ocouis in distiibuting pa\ , 

II. The overseer should attend on the dale and at the otfioe specifietl 
by the Superintendent, to receive the pay due to the road establishment. 
The amount to l)e paid will be made over to him under receipt, together 
with an extract from the establishment salary bill containing partieixlars 
of the salaries to be paid. He should then proceed at once along the line 
and pay the runners, taking care to make every payment in the presence 
of a witness, and to obtain the payee’s signature, seal, or mark in the 
acquittance roll. 

Note 1, — ^When there as a post office at or near a staG:e, the rueners shotild invariably 
be paid by the postmaster or snb or branch postmaster. In all cases in which payment 
is made by the overseer, the headman of the viilaj^e or some other lc^|>e( table lesidont, 
whose name should be recorded in the acquittance roll, should be a&ked to witners the 
payment. 

Note 2. — See rule 99, Vol. T (8th edition) and rule 97, Vol. II (7th edition) 

Note 3. — The pay due to a deceased runner should not be paid to any person ciaiminq 
it without the previous sanction of the Postmaster-CeneuiL In )11 nub ca‘-es the ovci^eci 
should return the pay due to the deceased runner to the postmaster and furnish him with 
such ovidenre of the claimant's title to the money as may be avail ibh*. The po^tmastei 
will then take steps to obtain the Posimaster-Goneiars oidcrs as to the of the* 

amount. 

878. Acquittance rolls. — ^Tlio ovorsoer will be lield respon- 
sible for the correct preparation of tbe monllily acquittance rolls of 
the road establish in cuts paid by him. Care should be taken to enter 
correctly in the acquittance rolls the amount paid to each runner; and 
if any substitutes have been employed, the periods during which iliey 
served should he noted in the column for remarks. The fines imposed by 
the Superintendent or Inspecior, and other deduction to he made, as 
shown in the extract furnished to the overseor, phould be enfored in the 
acquittance rolls and deducted from the pay of the runners concerned. 

II. Each acquit! ance roll should, as soon as it has been completed, be 
signed by the overseer and forwarded to the Inspector of the suh-division 
for disposal. Acquittance rolls must be submitted to the Inspector in 
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STifccient lime tu enable him to forward iheiii so as to reacb tbe head office 
at latest by the end of ihe month. It the distribution of salaries has not 
been completed beioic the latest date by which an acquittance roll should 
be submitted to the Inspector, the amount that remains over should be 
treated as undisbuiscd and le-drawn for disiribution in the nexi month. 
As a general rule the ovciseer must distribute the salaiics lo all runners 
present, during his first circuit in the month. 

III. The extiact fiom’ the establishment saiaiy bill should also be 
sent to the Inspeeloi to enable him to chock th ^ acquiiiance rolls. 

G‘1’4, Savings Iroin pay* — If ihore are any savings fiom the 
amount received b}’' the overseer for disbursement to the runners, e,g,, 
pay undisbursed owing to the absence of iimneis, etc., the amount should 
be paid juey the head odiCvS or rtniiiied to the head oflice by postal 
set vice mon^y order, on the dale on uliich the acquittance roll is 
despatched to the Inspector. 8uch ainounl-^ should be shown in the 
acquiitanee Toll as iindisbursed, and the date of remittance or payment 
to ihe head oface should be entered in the column for lemaiks. 

375. Escorb of casll remitfcailtjes. — When the conveyance or 
escort of cash is, under the orders of the Postmaster-General, included in 
the duties of the oveiseer, he will be required to visit the oll^ces mentioned 
in the loute slaioiuent, in the order laid down; i nd it an]- unusual 
remiiiance is to be made, or if the oveisecr’s services are leqiii.ed in any 
special case, he should, on receiving notice, arrange to peiform the 
special duty required of him with the least possible deviation from the 
circuit xu'escribecl for him in his route statement. 

IT. "When cd^li i*> receiced hr the overseer from any office that he 
\isits, be should coiiui the cash if it is given to him loose and grant a 
recupi tor H bolou* Peking il over, or if it is to be enclosed in a locked 
and sealed ca^h bag, lie slioald -^ee tUo monef coumed and placed in the 
bag and gtani a lecoipi loi the bag, noting he* weight above his signature. 
The oversoei should adopt every precaution possible to secure the safety 
of any cash with he is en+^msted. He ^^oubl never travel by road 

by night wilh cash in his possession, and should be careful to rest only 
at places where the cash will be safe from thieves. When the cash or 
ea^^Ji b‘»g is made ovei to the office for which the remittance is intended, 
the oveiseer should take a receipt for the amount or the bag in his diary. 
An overseer should not take over money from a post office until ho is on 
the point of starting on his journey, and he should make over any money 
in his cliarge as soon as he reaches the office for which it is intended. 
This portion of an overseer’s duty is very important and the neglect of it 
in any particular wdll be sejiously noticed bv the Superintendent. 

TIT. An overseer while actually conveying cash by train may not use 
his free pass (if he has one), but must purchase a ticket and conform to 
the published rules of the railway as to the amount that may be carried 
free under the ticket and as to payment for anv excess. The cost of the 
ticket and ex(-ess freight will he advanced under receipt of the overseer 
l)y the post office making the remittance. This rule may only be departed 
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•from when the railway has agreed by its contract or otherwise to allow, 
the overseer to use his free pass even when conveying cash. 

Note 1. — When an overseer carrying cash travels by railway, the usual lallway freight 
should be paid for any cash caiiied by him in excess ot the weight allowed by the i.ulway 
rules as personal luggage to a travellei of the samo class. The fi eight so paid should be 
treated as a contingent charge of the office from which the cash is taken. 

Note 2. — When swoids or other vt'capons supplied to oveiseeis, etc., become unservice- 
able they should be sent to the stock depot. 

876. Arrangements for extra despatclies of mails.— 
Wlienever an extra despatch of letter or parcel mails is to be made, due 
notice will be given to the ovotseer, and it will be his duty io mate timely 
arrangements for the supply of coolies or runuers, or such other convey- 
ance for the mails as may be required by the despatching postmaster. 
The overseer should furnish the postmaster with a memorandum showing 
the cost of forwarding the extra despatch, and will receive the requirc<l 
amount from the postmaster, to whom the receipts of ilie payees should 
be forwarded when the amount is disbursed. Ko payment may be made 
to permanent runners for carrying extra despatches. 

897. Ilonsoon arrangements. — The overseer will be re- 
quired to make arrangements, under instructions from the Superintendent, 
for boats and other appliances for the conveyance of mails over unbridged 
rivers during the rainy season, and for the employment of addilional 
runners on difficult sections of Ms beat. The period for which the enter- 
tainment of monsoon establishment has been s«onctioned will be com- 
municated by the Superintendent to the overseer, who will be held 
responsible that he employs, when necessary, the full sanctioned uaiuber 
of additional runners, boatmen, etc., and that they are paid punctually 
end in full. The dates on which the employmenb of monsoon establish- 
ment commences and ends should be reported Io the Superintendeni ; and 
the receipts for llie payments made should be forwarded to the head office, 
with a memorandum showing details of the amount expended. 

873. Extraordinary ocenrrences on mail lines.— On the 
occurrence of any serious event, such as a highway robbery of the mail, 
the loss of mails, an interruption of the mail* service owing to the 
destruction of bridges by floods, etc., the overseer must procoedVith all 
haste to the spot and make vsuch enquiries and arrangements as may be 
possible. An urgent report should be sent to the Superintendent and the 
Inspector of the sub-division. ITotice should also bo given to the nearest 
post office, and in a case of loss also to the police. 

379. OV6rS06r’s diary, — Every overseer must keep a diary, 
in the prescribed form in which he should enter every day particulars of 
the travelling done by him, the names of stages visited, arrangements 
made for the conveyance of extra despatches or cash remittances, substi- 
tutes appointed in place of runners absent, irregularities and offences 
committed by the road establishment, leave applications from runners and 
all other matters on which orders are required or which should be brought 
to the notice of the Superintendent or Inspector. In the diary, too, the 
signatures of postmasters or sub or branch postmasters of offices visited 
should be taken. 
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- II. The overseer should, when travelling over his beat, examine the' 
condition and seals of the bags carried by the runners whom he happens 
to meet, and report the result in his diary. He should also from time to 
time enquire from the residents of the villages through which he passes 
whether they receive their letters and money order payments punctually, 
and report in his diary any complaints made by villagers in regard to 
the delivery of letters or the clearance of letter-boxes or the payment of 
money orders. The overseer may also be required by the Superintendent 
to verify the balances in cash and stamps of small sub and branch oflSces 
situated in his beat, and when this duty is performed by him, he should 
report the result of the check in his diary. 

III. The entries in the diary should be made in duplicate, and at the 
end of each week, i.c., on the 1st, 8th, 16th, and 24th of each month, the 
upper of the two leaves forming the diary for the preceding week should 
be torn out of the book and despatched to the Inspector of the sub- 
division. Ordinarily, the diary should be the only communication ad- 
dressed by the overseer to the Inspector : separate reports by letter should 
be submitted only in urgent cases, when early orders are required,^ 

Note 1. — The runners should, on taking over the bags at a stage where there is n'> 
post office, examine the condition and seals of the bags, and if any damage is noticed, a 
report should be made to the first post office that is passed. The overseer should satisfy 
himself when travelling over his beat that this duty is understood by the runners, and 
state in his diary whether the bags are examined at stages where there are no post offices 

Note 2. — Note 1 to rule 369 applies also to the overseer’s diary. 

Note 3. — The office copies of an overseer’s diary should be destroyed twelve months 
after the date on which they were prepared. 

880* Overseer’s order book, — Every overseer will be provided 
with an order book in wbicb tke Superintendent or Inspector will write 
bis orders, or any remarks be may bave to make, after inspecting a mail 
line. Tbe overseer should enter immediately below tbe orders recorded 
by tbe Superintendent a translation^ in vernacular which tbe Superin 
tendent will sign. Tbe orders written by tbe Inspector will be in verna- 
cular. Orders or remarks entered in tbe order book sbonld be carefullF 
attended to by tbe overseer. 

IT. Overseers must enter in their order books a list (with tbe date of 
receipt) of all articles of stock received by them for their own use or tbe 
use of runners under them. These entries sbonld occasionally be checked 
by supervising officers by tbe entries in tbe stock book of the principal 
terminal office. 

Note. — Note 1 to rule 369 applies also to the overseer’s order book. 
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CHAPTER 7. 

investigatioiis. 

General rules. 

381. Hatnrc ot\ invest igaticns.—TLe iiuln^ctions in tliis 
3iiapter deal T^ith invest igat ions into cases of — 

(a) |j3;^lnray roLheiy oi iLe mail; 

(6} iL(dt or loss of, or tampering ^vitli, any postal article or bng oy 
Post Office officials; 

ic) llieti or inisappropriaiion of Government money hy Post Office 
officials, or frauds in connection with money orclcrs, saving'- 
bank accounts or oilier postal transa(iiions ; 

(J) minor irregularities, missending, misdelivery and delay 
in tbe transmission of articles. 

II. These instructions are meant rather to suggest thau to prescribe 
the procedure to be followed in conducting enquiries. It is not intended 
that they should be adopted as an invarialdo rule of conduct under all 
circumstances. Wide discretion must, of necessity, be given to officers 
conducting enquiries, who should modify these instructions where they 
are inapplicable, and supplement them where they are insufficient. 

Note.- Notlxin" intoi'feres more with the success of an investigation than an unreason- 
ing adherence to a fixed rouise of action, and the adoption of a s>ystom of mere routine 
correspondence with its attendant loss of valuable time, x^rompthudo in seizing evex'y 
opportunity which may afford a due to the discovery of the missing a i tide or the detect ioii 
of the criminni, the exercise of judgment in deteiniining the diiection and mode in which 
to prosecute enquiries, and energy and care in follo\\ing up the investigation, arc all 
necessary to success. 

382. Co-operation of supervising officers. — When suspi- 
cion rc&is on the establishments of several post offices or mail lines, which 
me not under the control of the same Superintendent, it is very important 
that direct commiinic’dliou should be k.^pt u]) l)ot\voen the different officials 
charged with the conduct of the enquiry. If necessary, the Superin- 
tendents (or the Inspectors deputed by them) should meet together foi 
consultation. Superintendents and postmasters should avoid the tendency 
to defend and exculpate their owm offices and subordinates. 

888. Employment of the telegraph. — Discretion is given 
to all officers to make use of the telegraph if they consider that its use, in 
giving or oblaining the earliest possible information, will be of advantage 
in the prosecution of an enquiry; but as far as possible all telegrams 
should be worded in accordance with the Telcf^raphic 3[essagG Code. 
Where it is stated in this chapter that telegrams should, in certain cases, 
he sent to certain officials, it is not intended to limit the use of thetclegra])h 
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to‘ communication with the officials specified. A postmaster, or other 
officer, may telegraph to any person, whether belonging to the Post Office 
or not, who may be in a position to afford help or supply valuable informa- 
tion. At the same time officers who send service telegrams will be held 
responsible that they do so only when the circumstances of the case render 
such action advisable, and that an exjmess telegram is not despatched 
when an ordinary message would answer the purpose. 

Note. — Except in veiy special cases, to be reported at once to the Postmaster-General, 
no communicntion, by tclegiaph or otheiwise, should be made to a Cuirency Office except 
through the Postmaster-General. 

884. Only important cases to be reported.— The follow- 
ing cases should always be reported to the Postmaster-General : — 

(a) Highway robberies of the mail. 

(b) Losses of mails. 

(c) Cases of housebreakiiig and theft. 

(d) Misappropriation of all binds. 

(e) Money order and savings bank frauds. 

(/) Loss of or tampering with registered articles of all binds. 

(g) Collisions between Europeans of all classes and natives in which 

postal officials are concerned. 

(h) The death of, or serious injury to a postal official by violence 

or accident. 

(i) All occurrences of a grave character, such as the destruction of 

post offices by fire, etc., the loss of mail boats, and attacks 

on post offices by dacoits. 

(j) All cases under Section 52 of the Post Office Act, 

Note. — If an unregistered article of any kind containing anything of value is lost or 
it a value-payable unregistered article is received in such a damaged condition that the 
addressee refu&e.s +o delivery of it on that account, the fact should be reported to the 
Postmaster-Ueneral at the conclusion of the inquiries into the caso. 

II. Discretion is given to a Superintendent in disposing of complaints 
made to him and irregularities observed by him; but all cases of gross 
negligence or breach of rule, attended with serious results, should be 
reported to the Postmaster-General. Other cases of less importance, such 
as the alleged loss of au unregistered article of the letter mail containing 
nothing of value, delay in the payment of a money order due to mere 
carelessness, etc., should be mentioned by the Superintendent in his 
diary, with a brief note of the action taken. The note shonld include the 
name of the official (if anv) in fault and the punishment imposed. Minor 
irregularities and complaints from the public of missending or mis- 
delivery, or delay in the delivery, of letters, etc., may he disposed of by 
the Superintendent without report to the Postmaster-General. If such 
I’omplaints are made, in the first instance, direct to the Postmaster- 
General, hc will transfer them to the Superintendent or postmaster for 
disposal, or if necessary, for report. 

885. Disposal of eases by bead, sub and branch post- 
masters.— All serious cases coming to a head, sub and branch post- 
nnister’s knowledge should bo rcpoi-ted without delay to the Postmaster- 
G('nera} or Superintendent through the proper channel ; hut minor irre- 
gularities, whether committed by any member of the office establishment 



INVESTIGATIONS. 


* 167 


Chap. 7.] 


or noticed to liave been committed by any other oiGSce, should merely be 
recorded in the error book. 

II. Complaints from the public received direct by fin^t class head 
postmasters, or comnmnicaied by town offices under their control, and 
complaiiits received by second class head postmasters direct from the 
public, may be disposiid of by these officerb in the same way as by Superin- 
tendenls (see rule 241). 

III. Com ])la inis from tbe public received by sub and branch post- 
masters should be communicated by tbese officials to the officer to whom 
they are directly bubordinate, with a report of the action taken by them 
in each case. The officers to whom complaints from the public are 
coinmunieatiHl under this rule, will issue the necessary orders for the 
invest i^ 2 ^ation of the complaints. 

NoTL.—Fiist class head postmasters should submit direct to the Postmaster-General 
and other head postmasters to the Supeiinteudent a weekly statement in the prescribed 
form, o£ the complaints rec^eivod by them from the public, stowing the actual action taken 
in ea< h i stance, and the progress made from week to week. In the case of first class head 
offices the complaints communicated to the head postmaster by the town offices under his 
coiilio! will aho be shown in the weekly statement submitted by him to the Postmaster- 
General. » 

A blank statement of complaints should not be submitted by a head postmaster, when 
there are no entries to be made in it, but a memorandum should be sent saying that no 
statenioiit has been submitted because it would have been blank. 

886. Cognisable and non-cognisable offences.— In all 

criminal cases, the distinction between cognisable and nou-cognisablo 
offences [see section 4 (/) and (Wr) of the Criminal Procedure Code"] should 
be carefully observed. All cases of highway robbery, theft, criminal 
breach of trust, cheating by pei'sonation, and all offences under section 52 
of tbe Post Office Act are cognisable by the police; but cheating, forgery, 
and nil offences under the Post Office Act except those under section 62 
are non-cogiiisable. 

T[. In cognisable cases, it should be remembered that when inform- 
ation has once been given to the police under section 154 of the Crinmuil 
Pronulurr Code the action to be taken in the matter will be controlled by 
the poli<*e. Tliere are cognisable cases, however, in which a prosecution 
may not be d(»sirnblo and the orders of the Postmasier-General should, 
thereloro. Ire obtnin(*d in all cognisable cases before informal ion is laid 
againsi tbe offendtn*, except in eases of urgency whoi'e there is reason to 
believe tliat t]i(‘ offender will abscond or in which immediate action is 
necessary in order to secure evidence. 

Note. — Tn rnst^s under gection 52 of the Post Offiro Act immediate action is generally 
necessniy in ordei to hceiire o\idem*t*. When, tlierefoie, there is good renron to aub])ert 
that a postm.-in, village por-tmaii, or other postal servant, has committed theft in respect of, 
or dishonestly niisappiopiiated, or, for any pur}) 0 <^e whatsoever, secreted oi* tinowii away, 
any postal article or anything tontained therciu, the police should ordinarily b‘ moved at 
once to search his promises. If the evidento appeals to bo sufficiont to .secure a (‘onviction 
without calling in the police, it should be remembered that an o^ente under settiou 52 
cannot be tried by a Afagistrato of lower rank than a Alagibirato of the first class. 

in. In non-coginsable cases, the Superintendent must himself take 
up the investigation with the least possible delay ; bat If it is necessary 
or advisable to obtain the aid of the police, the facts should be placed in 
writing before the nearest Magistrate having jurisdiction, and he should 
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te reqiiested, iiiider section 15 of tlie CnTfiinal PToceduve Code to direct 
tlie police also to hold an investigation. When the offences committed 
are falsification of accounts or other postal documents, the Postmaster- 
General’s sanction should he obtained before the Magistrate is applied 
to, unless there is reason to fear that the offender will abscond or imme- 
diate action is necessary in order to secure evidence. 

IV. When the offender in a cognisable or non-cognisable case is an 
officer appointed by the Director-General, under no circumstances should 
information be laid against him dther before a Magistrate or with the 
police without the previous sanction of the Director-General. ^ All such 
cases should be reported to the Postmaster-General with a view t'o the 
orders of the Director-General being obtained. 

SS7. Institution of criminal proceedings. — A criminal 
prosecution in a non-cognisable case must not be instituted without the 
previous sanction of the Postmaster-General, even though the evidence 
IS in all probability sufficient to secure conviction in a court of law. 
However, in special circumstances, — for instance, if delay is likely to 
result in the escape of the accused — the Postmaster-General’s sanction 
may be anticipated : but in such cases the action taken by the Superin- 
tendent should be reported by telegraph to the Postmaster-General. If 
the case has already been placed in the hands of the police for investi- 
gation, the institution of criminal proceedings must be determined mainlv 
by the police report, but before proceedings are actually commenced in 
the Magistrate’s court the Superintendent should submit a report to the 
Postmaster-General embodying the view of the case taken by the police. 

II. When the offender is an officer appointed by the Director-General 
criminal proceedings against him should in no circumstances be instituted 
without the sanction of the Director-General. 

888. Conduct of criminal prosecutions. — A Superinten- 
dent on receiving the orders of the Postmaster-General to prosecute in 
a non-cognisahle case should at once prefer a written complaint to the 
nearest Magistrate empowered to take cognisance of the case. The com- 
plaint should show, in detail, the charges against the official to be prose- 
cuted and should be accompanied by such documentary evidence as may 
be available. In this complaint the Superintendent should ask the 
Magistrate to issue a process against the offender, and should attach a 
preliminary list of the witnesses whom it is desired to summon on behalf 
of the prosecution. He should also request permission, under section 495 
of the Criminal Procedure Code to prosecute the case himself. 

II. The Superintendent should personally take the complaint to the 
noarost Magistrate empowered to take cognisance of the case, and esplain 
any points on which the Magistrate may desire information. tTsuallv 
the Magistrate will, before taking cognisance of the offence, require the 
person laying the information to swear to the correctness of the statements 
made in the complaint. 

III. If the documentary or other evidence is not complete before the 
case is first Jaid before the Magistrate, he should be asked to fis as late a 
date as possible for the hearing of the case. The prosecuting officer should 
collect the necessary evidence with the least possible delay, and send +1,” 
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Magistrate, under registered cover a list of llie names and addresses of the 
witnesses whom he desires to summon. The documentary evidence col- 
lected may be produced when the case comes on for trial. Ordinarily the 
latest date which the Magistrate is likely to fix for enquiring into the 
offence will be 14 days from the institution of the case. 

IV. The officer conducting the prosecution should remember that, 
though there may be several cases against the same accused person, he 
can at one trial be charged with throe charges only of the same kind, and 
the three charges can be tried together only if the ilirec offences were 
committed within a period of 12 months from the lir&t to the last. It 
*s not necessary that the offences should have been committed against tlie 
.same person. The limitation to three offences only appli<‘s to the uuuiber 
vliich may, legally term part of a single trial. Any number of offences, 
wherever and hpv\e^er committed, may bo charged against the same 
offender, and tried consecniively, provided the trials are separattdy con- 
dtielod. The Superintendent should, therefore, before making out a list 
of \vdtnesse8, carefully select three clear cases of the same kind, and have 
"^dil^‘e'^bes summoned in connection with these three cases only, unless it is 
ii 1 ended to proceed against the accused person on other charges besides 
wlie three of the same kind. 

V. The prosecuting officer should he guided as far as possible in his 
celection of three cases by the following principles : — 

[а) The cases should be easily proved from documentary or other 

evidence 

(б) The cases should not involve the attendance of witnesses from 

a great distance. 

(c) Preference should he given to the most serious or important 
cases. 

YI. When the case comes on for hearing, the prosecuting officer should 
inform the Magistrate of the charg^es selected for prosecution. The 
Magistrate may call the witnesses in any order he may think fit; but if 
the selection is left to the officer prosecuting, as will generally be the 
ease, he should ordinarily call first the Inspector or other officer who 
conducted the investigation, and the other witnesses in correct succession 
with a view to proving the case point by point. It is not intended to 
fetter the discretion of the prosecuting officer as to the order in which he 
is fo call his witnesses, but if he has not studied the case carefully and if 
he calls his witnesses in a haphazard manner, the accused person may be 
acquitted, and the ends of justice defeated. 

VII. Unless the Magistrate himself puts questions to the witnesses 
for the prosecution, the officer conducting the prosecution should do so, 
i.c., he should put such c|nesiions as will elicil from the witnesses tJie 
evidence which they may have to give in favour of the prosecution. After 
a 'witness has given his evidence for the prosecution, he will probably be 
ci OSS-examined by Ihe dt'fence, and the cross-examination need not be 
confined to the points touched upon in the examination-in-chiof. If any- 
thing unfavourable to the prosecution is elicited, it will be the duty of 
(he prosGcutinf^ officer to re-examine, if necessary, the witness with a 
view to explaining away such evidence. 
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, VIII. After eacli witness for the defence has been examined, it will 
he the duty of the piosecuting officer to cross-examine him so as to bring 
out any weak points in his statements. 

IX. On the case for the defence being closed, if the defendant or his 
pleader addresses the Court, the prosecuting officer should also on the 
conclusion of the speech address the Court if he considers it necessary to 
do so. 

X. The Government prosecutor conducts all cases committed to the 
Sessions Court, but it will be the duty of the Superintendent to ascertain 
the date on which the case is to be tried, and to be present at the trial, 
in order to render any assistance on technical or other matters which may 
be required by the Court or the Government prosecutor. 

XI. When the Postmaster-General orders a prosecution for a cogm- 
sahle offence, it will ordinarily be the duty of the Superintendent to 
inform the police and, after the arrest of the offender, to afford them full 
information and such assistance as will lead to a successful prosecution. 
When the case comes on for hearing, an Inspector or other officer should 
ordinarily be instructed to be present in Court to represent the Depart- 
ment and to give information on any matters of postal procedure, hut in 
important cases the Superintendent should undertake this duty himself. 
It should also be remembered that although such prosecutions are 
generally conducted by the police, it is the duty of the postal officer con- 
cerned to watch and take an interest in the conduct of each case and see 
that no material evidence is omitted. The order in which witnesses for 
the prosecution are called rests with the Court, but taking, for example, 
a ease in which a postman is charged with criminal breach of trust in 
respect of the value of a money order, the witnesses are usually called in 
the following order with tlie view of proving the case point by point : 
first, the postal officer who conducted the investigation; ne^f, the post- 
master (head (;r sub) who signed the money order for payment, in order 
to prove from bis books ihat the money order was received in his office; 

ihe sub-postmaster or money order clerk, to prove from his books 
that the money order, with cash for its payment, was given to the postman 
and hrouglit back to the office as paid; ne.rf, the person, if any, who 
sighted the money order as the payee; ne,r^, the witnesses, if any, before 
whom the money order is alleged to have been paid ; and lastly, the payee, 

889. Employment of GoTernment pleader. — The rules 
rogaiding the eniploynxent of ihe Government pleader vary in different 
provinces. Generally ho is required to represent Government in criminal 
appeals and in Sessions oases, but not in ordinary cases before Magis- 
trates. In cases in vffiioh the Government pleader is not obliged to 
appear witliont a special lee, his services may not be applied for without 
the sanction of the Posimaster-GeneraL Ordinarily neither a Superin- 
tendent nor an Inspector should require any legal assistance in conducting 
a case before a Magistrate. 

390. Application for fines imposed by the Court.— In 

any case m which a fine may be imposed by the Court on a person con- 
victed of an offence through which the Department has incurred pecuniary 
loss, either by having to pay compensation for an insured article or by the* 
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loss of its own property, or otlieiwise, application sliould, ^^lien necessary 
he made under section 545 of tlie Cuminal Pvocednu Co(h\ for the 
paymeni to the Depaitniont of ilie whole oi a portion oC ilie tine, to make 
good the loss sustained. The application should invariably be made 
before judgment n passe tL 

II. In all oases in winch the (iovernmeni pleader or other legal 
practitioner is engaged to represent the Depai’tnient, the Supc^rintendent 
should, if necessary, instnict him in ini'uu/ to ])nng to tlie notice of the 
Court, before judgment is passed, any lo*»s which ihe Deparhiient has 
sustained, and to ask the Cotirt tha{ if any fine is imposed in addition io 
imprisonment, so much as is icijuired to make good the los> of the Post 
OJBBice, may he made over to the Department. 

391. Action to toe taken respecting atosconders. — When 
a warrant issued against a person accused in u Post Ofiico case cannot be 
executed, the Court should be moved to take action under sections 87 and 
88 of the Criminal. Froeedvre Code and when proelamation under section 
88 is issued the Ruperintendent should, as far as possible, assist the Court 
in tracing all the property, movable and immovable, of the proclaimed 
person. If there appears to be no immediate prospect of arresting the 
absconder, the Court should be asked to take action under section 512 
of ihe Code of Criminal Procedure, Tlio witnesses on behalf of the provse- 
cution and all the documents and post office records necessary to establish 
the case should be produced before the proper Court, and the Court should 
be asked to examine the witnesses and file the documents and post office 
records in the record of the case. 

II. In the event of the Court declining to receive and retain the 
documents and post office records neccvssary io establish the case, they 
should be forwarded to the Postmaster-General for safe custody, 

III. The Superintendent or Isi class head postmaster (including 
Presidency postmaster) slioiild once a year have confidential enquiries 
made regarding each absconder, at places wliere he is likely to be found, 
with the object of securing his arrest. 

892. Punishment imposed departmentally.— In cases 
where the evidence, tliough not conclusive from a legal point of view, is 
still suflicient to establish the guilt of a suspected official, ho should be 
punished departinentallv. When a penalty wfithin the ])ow’ers of a 
Rupeiintendent or postmaster is imposed under this rule, it should be 
mentioned in the final report to ihe Postmastcj*-General. 

893. Limits of Superintendent’s jurisdiction.— As a 
general rule, a Ruperintendent, when investigating a case of robbery, 
theft, or fraud, should confine his owm enquiiies to the post offices or 
mail lines within his division. Except under special circumstances, or 
with the permission of the Postmaster-General, a Superintendent may not, 
in the prosecution of an investigation, proceed outside the limits of his 
jurisdiction, or enter an office not under his control: but in emergent 
cases the Posimaster-GeneraPs permission may he anticipated. 

394, Eules for the sutomission of reports to the Post- 
master-General. — The submission of reports, both preliminary md 
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finals by a Superintendent to the Postmaster-General, is gOYerned by the 
following rules : — 

(£?) As soon as the Superintendent receives information of any of 
the occurrences mentioned in rule 384 he should submit a 
preliminary report to the Postmaster-General. This report 
should be made by telegraph in the cases mentioned in 
clauses {g) and (7i) of that rule. If currency notes are said 
to have been lost, stolen or abstracted, their complete Nos. 
{see the definition of the Numher of a note in the Postal 
Guide) and circles of issue should be ascertained and com- 
municated to the Postmaster-General as soon as possible. 

Note. — I n the case of currency notes of H60 and upwards, the Postmaster-General 
should immediately give information regaiding the lost or stolen notes to the cuirency 
office by which they were issued, and request that he and the police may be informed on 
the piesentation of the notes for encashment. 

(6) The Superintendents of all the divisions to which the enquiry 
extends should, from time to time, communicate to the 
Postmasters-General to whom they are subordinate parti- 
culars of the progress made by them. 

(c) The Superintendent in whose division the enquiry is completed 
and closed should submit a final report to the Postmaster- 
General to whom he is subordinate. 

IT. When reporting cases of loss of, or tampering with, registered and 
parcel mail articles (including insured articles) information should be 
furnished under the following heads : — 

(1) No. of the article. 

(2) Office of posting. 

?3) Date of posting. 

(4) Name of sender, 

(5) Name of addressee. 

(6) Office of destination. 

(7) Contents. 

(8) Office or offices ot transit, including sections of the Eailway 

Mail Service. 

III. The final report should be accompanied by any documentary 
evidence connected with the case that may be available and necessary 
tO make the case clear, and by a copy of the final police report if the case 
vas put into the hands of the police but not taken into Court. If the 
case was taken into Couit, a copy of the judgment should be submitted 
iis soon as the trial is completed. The names and official designations of 
all the officials implicated, whether (in cases of robbery, theft or fraud) 
they are convicted or suspected, or (in cases of alleged loss) they are 
merely the persons wffio would, in the oidinary course, have dealt with 
the article, should be mentioned in the final report. 

IV. When reporting convictions in criminal cases, the Superintendent 
should specify the designation of the officer who tried the case, and 
'’nformation under the following heads should accompany the report : — 

(1) Name, caste and residence of the person convicted, and the 
name of his father. 
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(2) Ofhce held by the person convicted. 

(3) Mature of the olft^nce and bcction of the law uncler ^^hich the 

conviction v\as obtained. 

(4) runishnu‘nt imposed. 

^895. Buies for tlie sul^mission o£ reoorts to the 
Director-G-eucrai. — LY]) 0 ti'> should m su])Uiukd 'ey a Postmaster 
Goiiorul to the Uiiocioi-GtiicTal in the LdkuMnir cases : — 

(1) Cases of high^\ay loldn'r}" of the inaiL. 

(2) Cases of serious loss of the mails in tiansit othervtiso than b;j 

highway lobbery. 

(3) A.t tacks on post offices by dacoits. 

(4) Sciious cases of houso-bieaking in post offices involving loss o! 

Government money or propeity. 

(5) Cases of loss of, damage to, or tampering witli, insured articles. 

(6) Cases of loss of, damage to, or tampeiing with, inland regis- 

tered articles, which are of special im ole'll oi inipottance. 

(7) Cases of fraud and all cases of loss or misappropnaiion of Gov- 

ernment money, whether sanction is required to write oh 

any sum or not. 

(8) The loss of mail steamers and serious cases of loss of mail boats. 

(9) The destruction of post offices by fiie, floods, etc. 

(10) Collisions between Eurojieans of all classes and natives in wliici 

postal officials are concerned, except alleged assaults of any 

kind legaicliiig which there is no coiiliimaiion and assaults 

of a positively insigniheant character. 

(11) The death of, or serious injury to, a postal official by violence oi 

accident. 

(12) Cases which show any defect in the rules. 

(13) Cases of interest under the Post Office Act. 

(14) Cases which for special reasons the Postmaster-General is of 

opinion should be reported. 

TI. In cases of highway robbery, as soon as the Postmaster-General 
receives infonnation of the occurrence, he should make a preliminary 
report to the Director-General. If during the course of the investigation 
anything of importance comes to light, he should send a further report, 
and when the investigalion is closed he should send a final report to the 
Director-Geneial. The final report should always include the inform- 
ation mentioned in rule 409, In cases of mail robbery committed in 
Xative States, the Postmaster-General should report tlie steps taken by 
him to obtain compensation from the Native State or States concerned, 
and the result of his action. 

III. In all the other cases mentioned in paragraph I, two reports— 
preliminary and final— should be submitted, unless the matter can be 
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finally dealt witli in tlie first report. Tlie preliminary report should l>e 
made as soon as possible after the occurrence and by telegraph in the cases 
mentioned in clauses (9) and (10). 

IV. In reporting cases which show any defect in the rules, the Posi- 
master-General should offer suggestions as to the amendments to be made 
in the rules. 

V. When a case affects more than one circle, the Head of the Circle 
who proposes to report the case to the Director-General should inform the 
other Iiead« of Circles concerned and send them a copy of his report, and 
it will then be at their option also to report the case or not. 

Note. — Copies of leports in which (1) any reflection is made on the Comptroller 
office, or (2) any delect in the account rules ot any bianch of the Post Office is bi ought 
to notice, will be luinished by the Diiector-Geneial’s office to the Comptroller ; and he 
will then have authority to leque&t Heads of Circles to furnish him diiect with any further 
information which he may desire legarding the cases. 

896. Preliminary award against the Post Ofl&oe 
Guarantee Fund in cases under investigation.— A prelimi- 
nary award against the Post Office Guarantee Fund of any sum lost or 
misappropriated (even if the amount of the ultimate loss is not known) 
should bo applied for as soon as practicable, provided that the charge is 
admissible under fche rules of the Fund, and provided that there is at least 
a strong probability that an ultimate charge against the Fund will be 
necessary, or that considerable delay will occur in recovering the amount. 

II. The final report made by the Head of the Circle will show the 
actual amount recovered and the ultimate loss to be borne by the 
Guarantee Fund, and on receipt of that report a final award will be 
sanctioned against the Guarantee Fund to enable the Circle Audit Office 
to finally audit the charge, which, pending such audit, will be held 
under objection as awaiting clearance.” Any recoveries made after the 
preh'minary award will he credited to the Fund. 

Note.— Under the lules ieg<irding the Post Office Guarantee Fund no person can be 
tetained in the Post Office through whose default sums have been decreed against the Fund, 
and all applications for a decree against this Fund must, therefore, be accompanied by 
specific information— to the effect that the connection with the Department of the person 
in fault (who should be named) has ceased. 

Cases of highway robbery. 

897. Highway robbery to be reported.— When the mail is 
robbed on the hi^h road, the postal official of whatever grade who first 
receives information of the robbery should communicate it at once to the 
local police and to his immediate superior. 

XI. The Superintendent, or Inspector, or postmaster should, as soon 
as he receives information of a highway robbery of the mail, communi 
cate, _ by telegraph if available, such particrilars as are known, to the 
Magistrate of the district, the police, and his immediate superior. 
A copy of the telegram to the officer last referred to, accompanied by a 
preliminary report containing such further particulars as may hWe 
"been obtained, should be sent by post. 
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398. Contents of mail to be ascertained.— Immediate steps 
sliould be taken by ilie Superin.teiid(mt to obtain from the olhce from 
wbicb the mail was last despatched a list of the bags comprising ihe mail, 
together with copies ot tlie registeied lists, and in the case of parcel 
mails, the parcel lists, enclosed in the bags prepaied in that office, and 
such further information regaiding the conifmis, value, and ownership 
of the registered and parcel mail ai'ticles, money orders, and cash remit- 
tances sent by that office as may be available. Similar information 
regarding the other registered and parcel mail articles, cash, etc., 
included in the plundered mail should be obtained from the offices of 
posting or despatch. The Superintendent should comiminicate this in- 
formation, as it is received, to the Magistrate, the police and the Post- 
master-General. 

899. Undue detention in any ofi&ce.— If in any office there 
was undue detention to any bag forming part of the plunder, especially 
if the contents of the bag are ascertained to ha\e been o£ considerable 
value, suspicion of complicity in the robbery will fall on that office, and 
should be followed up by prompt enquiry. 

400. Superintendent to proceed to the spot.— Tt is of the 

first importance that the Superintendent should proceed with all po,uihle 
,spee(l to the spot where the robbery was committed. On arrival be should, 
in co-operation with the police, the local post office officials and any others 
who may be able to assist him, use every endeavour to trace the robbers 
and recover the stolen articles. 

401. Preliminary investigation by Inspector.— Tf the 
scene of the robbery is distant from the place where the Superintendent 
happens to be, and he cannot reach the spot without some delay, the 
Inspector in whose sul)-division the robbery occurred should commence 
the investigation. In such cases ihe Inspector will be guided by the 
instructions laid down in these rules, and will report his action without 
delay to the Superintendent. 

402. Postmaster and overseer to assist the enquiry.— 

Pending the Superintendent’s or Inspector’s arrival, the local postmaster 
and overseer should do all in their power to help the enquiry and trace the 
stolen property. A re])ort should be made daily of the progress of the 
investigation to the Superintendent, and, if necessary, also to the 
Inspector. 

403. Depositions of witnesses to be recorded.— The 

deposit ions of the persons who were conveying the mail when it was 
robbed, should be carefully taken down in waiting. The evidence of other 
postal officials, whether belonging to tbe road establishment and to ihe 
neighbouring post offices, wdio may be able to furnish any information, 
should also be recorded by the officer conducting the investigation. 

404. Inventory of recovered articles.— If the entire mail 
was not carried off by the robbers, or if any portion of it is recovered, 
application should at once be made to the police to deliver ihe recovered 
articles to the officer in charge of ihe nearest post office. An inventory 
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bf tlie cash, currency notes, postage stamps, money orders, and registered 
and parcel mail articles forming the contents of the recovered maiL 
together "with a full description of the condition in vhich each article 
was found, should bo prepared ili duplicate and signed by the Superin- 
tendent, or, in his absence, by the Inspector oi other postal officia^ 
who may have chaige of the pieliminarj enquiiy. The number of paid 
and unpaid unregistered articles recovered should also be noted in 
the inventory. One copy of the inventory should be letained by the 
Superintendent, and the other should be made over to the police 
authorities as a receipt for the articles received from them. If any of 
the articles are retained by the police for the purpose of investigation, a 
remark to that efiect should be made in the inventory.^ 

405. Articles subsequently recovered.— Articles subse 
quently recovered will be made over by the police under receipt to the 
post office, and should be dealt with in the manner explained in the 
preceding rule. 

406. Disposal of recovered articles.— The recovered aiticles 
when made over to the post office, should be disposed of in the usual 
course without delay. Damaged or torn articles should be repaiied ot 
placed in protecting envelopes or bags before they are despatched, a note 
stating the cause of damage being written on each article. 

407. District authorities to be informed. — During the 
progress of the enquiry the Superintendent should inform the Magistrate 
and the police of any important ciicumsiances which may come to light 
m connection with the lobbery. He should, if possible, also place himseli 
m communication with the sendeis of the articles of value vhich were 
stolen, informing tliem of the loss, and requesting them to supply him 
with any particulars necessary to complete the investigaticn. 

403. Postmaster-General to be referred to for orders. — 
The Supeiintendent should, when in doubt or difficulty, consult the Post- 
master-General, and ask him by telegraph, if necessaiy, for advice and 
orders As soon as possible lie should acquaint the Posimaster-Geneiax 
with the extent of the iobbci 7 , that is, the number and value of the 
articles stolen. He should also enumerate the articles that have been 
recovered and state how they have been disposed of. 

409. Pinal report to Postmaster-General.— At the close of 
the investigation the Superintendent should submit a final report to the 
Postma&tci-Gencial, commencing with the following information, mz . : — 

{a) the date of the robbery ; 

(fe) the name of the mail line on which the robbery was committed ; 

(c) a description of the locality, ^.e., the distances from the nearest 
stages and post offices on either side, and also from the 
terminal offices of the line ; 

{d) the name of the district or Native State (as the case may be) 
in which the robbery was committed ; 

(e) the nature of the injuries (if any) received by the mail earners^ 
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II. Then slionld follow a lecapitnlation of Ihe pnncipal facts of the 
case and of the steps taken by the postal and police authorities, and the 
result of the enquny Lastly, iho Supeimtendent should state the con- 
clusions at which he has ariived regarding the manner in which the 
robbery was effected, the persons by whom it was committed, and the 
behaviour of the mail carriers and escort (if any). 

III. If the Superintendent suspects any postal official lie should enter 
fully into the grounds for such suspicion, and describe the measures taken 
bv him to investigate the conduct of the suspected parties. 
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410. Documentary evidence to accompany report. — The 

final report of the Superintendent should be accompanied by all the 
documentary evidence which may be useful and available, deposi- 

tions of witnesses, departmental documents (such as mail lists, registered 
and parcel lists, etc.), bags with their labels, cord, and seals, etc. If the 
case cannot for any reason be brought before a Court, the Superintendent 
should apply for a copy of the final report of the police and attach it to 
his own report. If the case is taken into Court, a copy of the judgment 
should be submitted as soon as the trial is completed. 

Cases of theft or loss. 

BagSf registered^ and parcel mail articles* 

N B. — In the Tides under this section the duties assigned to the 'postmaster must he 
performed hy him personally. The teim “ postmaster ” includes “ suh -postmaster.^' 

411. Negligence resulting in loss to be punished.— The 

investigation of cases of theft or loss, or of tampering with registered 
and parcel mail articles, etc., in transit through the post, will be facili- 
tated or hindered according as the work assigned to each official is care- 
fully and accurately performed or not. hor instance, unless due care is 
invariably taken, when despatching mails, to faisten the bags securely 
and to obtain distinct impressions of the seals, and when receiving mailb, 
to examine the condition of each bag so avS to detect from the appearance 
of the seal and fastenings, any signs of its having been tampered with, 
it may be difficult, should any loss be subsequently discovered, to trace the 
missing article, or fix the iDlame on the office or individual in fault. 
Officials who by their carelessness or neglect of rules, have impeded or 
frustrated the prosecution of the enquiry, should be severely dealt with, 
and, if necessary, held responsible for the value of the missing article, 
even though there be no suspicion against them of actual theft or 
complicity in the offence. 

412. Transit bags bearing signs of damage or tam- 
pering. — When a transit bag is received bearing signs of damage or 
tampering, it should be opened without loss of time by the postmaster 
.and its contents dealt with in the following manner : — 

(a) The postmaster should carefully scrutinise the condition of each 
mail bag and of its cord and seal : and if there is the least 
cause for suspicion the procedure laid down in rule 413 
should be followed. 

^iJ)) If a parcel bag is contained in the transit bag, the postmaster 
should carefully scrutinise the condition of the bag and of 
its cord and seal : and if there is the least cause for suspicion, 
the procedure laid down in rule 414 should be followed. 

{c) If a loose account bag is contained in the transit bag, the post- 
master should carefully scrutinise the condition of the bag 
and of its cord and seal : and if there is the least cause for 
susnicion, the procedure laid down in rule 415 should bo 
followed. 
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{d) If a branch office bag ib couiaiued in the traubit bag, the post- 
master should carefully scrutinibe the condition of the bag 
and of its cord and seal : and if there is tlie least cause for 
suspicion, the procedure laid down in rule 416 should be 
followed. 

If any of the (‘ontents of a transit bag are missing, the procedure laid 
down in rule 424 shouhl he followed. 

II. If there i-s no cause for suspicion, the contcuis of ihe transit hag 
should be replaced in it, if it is intended for onward iransm is&ion, and it 
should be closed and sealed and forwarded to destination; or, if it is 
intended to be opened in the office, the eonients should he made over, in 
ihe usual course, io the departments concerned. 

III. A. note should in every case be made in the error book; and in 
the case of a transit bag intended for onward transmission, a note ex- 
plaining why the bag was opened should be made on the mail list enclosed 
in the bag, on the original and duplicate of the mail list (if any) tu 
ac;eompany the bag, and on the label of the bag. 

Note. — In all cases in which a bag retched for onwaid transmission is found torn, a 
fresh bag should be used to forward the u.ntents to destination, a remaik explaining why 
it has been substituted for the original bag being written on the label and mail list (if any). 
This ruling applies not only to transit bags, but also to all other kinds of bags. 

418. Mail bags bearing signs of damage or tamper- 
ing. — When a mail bag is received beaiing .signs of damage or iam- 
pering, it should be opened by the postmaster wuihout loss of time and its 
contents dealt w’ith in the following manner : — 

(a) The postmaster should carefully scrutinise the condition of the 

registered bag and of its cord and seal, or in the case of a 
registered l)undle the condition of the registered articles and 
check them with the registered list : and if there is the least 
cause for suspicion, the procedure laid dowm in rule 417 
should be follow'ed. 

(b) The postmaster should carefully scrutinise the condition of the 

parcel mail articles (if any) contained in the mail bag and 
check them w'ith the parcel list; and if there is the least 
cause for suspicion, the procedure laid down in rule 419 
should be followed. 

(c) The postmaster should carefully scrutinise the condition of the 

insured bag fif any) contained in the mail bag and of the 
cord and seals of the insured bag : and if there is the least 
cause for suvspicion, the procedure laid down in rule 421 
should be followed. 

(d) The postmaster should carefully scrutinise the condition of the 

account bag (if any) contained in the mail bag, and of the 
cord and seal of the account bag; and if there is the least 
cause for suspicion, the procedure laid down in rule 415 
should be followed. 

(e) The postmaster should carefully scrutinise the condition of the 

cash bag fif any) contained in the mail bag and of ihe lock, 
seal and fastenings of the cash bag : and if there is^the least 
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* cause for suspicion, the procedure laid down in rule 422 

should be followed. 

If any of the contents of a mail bag are missing, the procedure laid down 
in rule 424 should be followed. 

II. If there is no cause for suspicion, the contents of the mail bag 
should be replaced in it, if it is intended for onward transmission, and it 
should be closed and sealed and forwarded to destination; or if it is 
intended to be opened in the office, the contents should be made OYer, in 
the usual course, to the diSerent departments. 

III. A note should in every case be made in the error book. In the 
case of a mail bag intended for onward transmission, a note explaining 
nhy the bag was opened should be made on the mail list (if any) to 
accompany the bag and on the label of the bag ; and if tlie mail bag was 
taken from a transit bag it should be replaced in the transit bag, which 
should be closed, sealed and despatched in the manner described in 
rule 412. 

414. Parcel bags bearing signs of damage or tamper- 
ing. — When a parcel bag is received bearing signs of damage or tam- 
pering, it should be opened by the postmaster without loss of time and its 
contents dealt with in the following manner : — 

(a) The postmaster should carefully scrutinise the condition of 

each parcel mail article and check the articles with the 
parcel list : and if there is the least cause for suspicion, the 
procedure laid down in rule 419 should be followed. 

(b) The postmaster should carefully scrutinise the condition of the 

insured bag (if any) contained in the parcel bag and of the 
cord and seals of the insured bag: and if there is the least 
cause for suspicion, the procedure laid down in rule 421 
should be followed. 

If any of the contents of a parcel bag are missing, the procedure laid down 
in rule 425 should be followed. 

II. If there is no cause for suspicion, the contents of the parcel bag 
should be replaced in it, if it is intended for onward transmission, and it 
should be closed and sealed and forwarded to destination; or if it is 
intended to bo opened in the office, the contents should be disposed of in 
the usual course. 

III. A note should, in every case, be made in the error book. In the 
case of a parcel bag intended for onward transmission, a note explaining 
whj the bag was opened should be made on the mail list to accompany 
the bag and on the label of the bag; and if the parcel bag was taken from 
a transit bag, it should be replaced in the transit bag, which should be 
closed, sealed and despatched in the manner described in rule 412. 

415. Account bags bearing signs of damage or tamper- 
ing. — When an account bag is received bearing signs of damage or 
tampering, it should be opened by the postmaster without loss of time. 
The contents of the bag should be examined, counted and checked by him 
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with, the h. o. slip or daily account (as the case may be) in the presence 
of witnesses; and the piocedure laid down below should be followed ; — 

(< 3 ) If the bag is intended for onward transmission the contents 
should, if no cash is missing, be replaced in the bag, which 
should be closed and sealed with the insurance seal and 
forw^arded to destination, a remark explaining why it was 
opened being written on it* label and on the mail list in 
whicli it is entered, if it is despatched loose in a transit hag; 
but if there is any discrepancy other than in cash, a remark 
regarding it should first be written on the h. o. slip or daily 
account, under the postmasler’s signature. If any cash is 
missing, the bag and its cord and seal should be preserved, 
the contents being forwarded to destination in another bag, 
which should be closed and sealed with the insurance seal, 
a remark explaining why it has been substituted for the 
original bag being written on the label, the mail list (if any) 
and the h. o. slip or daily account. If the account bag was 
taken from a transit bag or mail bag, it should be replaced 
in the transit bag or mail bag, whicli should be despaiched 
under the procedure described in rule 412 or 413, as the 
case may be. A report should, if there is any discrepancy, 
be made at once by the postmaster to his immediate superior. 

(b) If the bag is intended to be opened in the office, the contents 
should be disposed of in the usual course, if there is no 
discrepancy. If there is a discrepancy, a remark regarding 
it should be written on the h. 0 . slip or daily account and a 
report vshould be made by the postmaster to his immediate 
superior, the bag and its cord and seal being preserved, if 
any cash is missing. 

TI. A note should, in every case, be made in the error book, whether 
‘there is any discrepancy or not. 

III. If a cash bag is enclosed in the account bag, the postmaster 
should carefully scruiiniwse the condition of the cash bag and of its lock, 
seal and fastenings; and if there is the least cause for suspicion, the 
procedure laid down in mle 422 should be followed. 

Note. — ^Whenever any cash is found short in an account ba^, a report should he made 
by telecfraph under the piovisions of lule 64, Vol. I (8th edition), or rule 63, Vol II (7th 
edition), as the case may be. 

416- Branch ofilce bags bearing signs of damage or tam- 
pering. — When a branch office bag is received bearing signs of damage 
or tampering, it should be opened by the postmaster without loss of time. 
The contents of the bag should be examined, counted and checked by him 
with the b. o. daily account or b. o. slip (as the case may be) in the 
presence of witnesses; and the procedure laid down below should be 
followed : — 

(a) If the bag is intended for onward transmission, the contenis 
should, if no cash or registered, insured, or parcel mail 
article is missing, be replaced in the bag, which should be 
closed and sealed with the insurance seal and forwarded te 
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. destination, a remark explaining wky it was opened being 

written on its label and on tbe mail list (il any) wbicb 
accompanies it; but if there is any minor discrepancy a 
remark regarding it should first be written on the b. o. daily 
account, or b. o. slip under the postmaster^s signature. If 
any cask or registered, insured, or parcel mail article is 
missing, the bag and its cord and seal should be preserved, 
the contents being forwarded to destination in another bag, 
which should be closed and sealed with the insurance seal, 
a remark explaining why it has been substituted for the 
original bag being written on the label, the mail list (if 
any), and the b. o. daily account or b. o. slip. If the branch 
ofiice bag was taken from a transit bag, it should be replaced 
in the transit bag, which should be despatched under the 
procedure described in rule 412. A report should, if there 
is any discrepancy, be made at once by the postmaster to his 
immediate superior. 

(6) If the bag is intended to be opened in the office, the contents 
should be disposed of in the usual course, if there is no 
discrepancy ; if there is any discrepancy a remark regarding 
it should be written on the b. o. daily account and a report 
should be made by the postmaster to his immediate superior, 
the bag and its cord and seal being preserved if any cash, or 
registered, insured, or parcel mail article is missing. 

II. A note should in every case be made in the error book, whether 
there is any discrepancy or not. 

III. If a cash bag is enclosed in the branch office bag, the postmaster 
should carefully scrutinise the condition of the cash bag and of its lock, 
seal, and fastenings : and if there is the least cause for suspicion, the 
procedure laid down in rule 422 should be followed. 

IV. If the condition of any registered article (other than an insured 
letter), or parcel mail article (other than an insured parcel), or insured 
letter, or insured parcel enclosed in a branch office bag received, whether 
for onward transmission or addressed to the office, gives rise to the least 
suspicion, the procedure laid down in rules 417, 419, 420, and 421, 
respectively, will, in a general w^ay, guide the postmaster in dealing with 
the case, and should be followed so far as it applies in any case. 

Note — The Note to the pieceding rule applies also to cases in which cash is found 
short in a branch office bag. 

417. Uninsured registered articles of the letter mail 
bearing signs of damage or tampering.— When a registered 
bag is received bearing signs of damage or tampering, it should be opened 
by the postmaster without loss of time, and the procedure laid down below 
should be followed : — 

(a) If the registeied bag is intended for onward transmission, the 
registered articles should be carefully scrutinised and 
checked with the entries in the registered list. If there is 
no cause for suspicion, the articles should be replaced in the' 
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bag, wbicli should be closed, sealed and ^or^^ aided to dosti- 
nation, a remark being written on ihe registered list, explain- 
ing why the bag was opened. If the condition of any article 
(whether leceived in a regiNteied bag or logistered bundle) 
gives rise to the least suspicion, it should be weighed (ni 
vate^ or eighths of a tola), ihe weight being note<l on ihe 
article and registered list in vhieh it is entered. X report 
should at once be made by tbe postmaster to his immediate 
superior ; and the article should, before it is replaced in the 
bag or bundle, be enclosed in a piotocding cover* addressed to 
the office of destination, on vhi<‘h a note regarding the 
condition, etc., in vhicii the article was found should be 
written, and which should be closed and sealed '^vith tbe 
insurance seal. The registered bag or bundle should be 
forwarded to destination enclosed in the mail bag from 
wbicli it was taken, the mail bag being despatched in the 
manner described in rule 413. 

(h) If the registered bag is intended to be opened, the registered 
artmdes should be carefully scrutinised and checked with the 
entries in the registered list. If there is no cause for suspi- 
cion, the articles should be made over, in the usual course, 
to the Eegistration Department for disposal. If the 
condition of any registered article received (whether in a 
registered bag or registered bundle) for delivery or in sorting 
gives rise to the least suspicion, the article should be 
weighed {in raie^ or eighths of a tola), and the weight, the 
condition in which the article was found, and such other 
remarks as may be called for, should be noted on the article, 
receipt and list. Immediate notice should be given to the 
office from which the article was received; a report should 
be sent by the postmaster to his immediate superior; and if 
the article was received in a registered bag, the bag with 
its cord and seal should be preserved. If the article was 
received in sorting, it should be forwarded in a ])rotectmg 
cover addressed to the office of destination, on vhich a copy 
of the remarks regarding the weight, condition, etc., of the 
article should be written, and vhich should bo closed and 
scaled with the insurance seal. If the article is intended 
for delivery, the addressee should be served at once with* a 
notice in the prescribed form (Invn.-3), and the article 
should be looked u]) by ihe posi master pending ihe arrival 
of the addressee. If any of tlie eoiiients appear to have 
been abstracted, an inventory of the contenis, as received, 
should be made and signed by the addressee and the post 
master. The inventory should be sent by the postinaster 
with a full report on the case to his immediate superior. 

II. In every case a note should be made in the error book. 

Note 1. — In the case of a Presidency post office or a fiist class head office, the post- 
master of ihe office itself should be regarded as tbe immediate superior for the purposes of 
the preliminary investigation of cases of the kind referred to in this rule and should take 



INVESTIGATIONS. 


[Chap. 7. 


184 . 


th.e same action on reports received from the Begistration Department of his office as a 
Superintendent is required fco take on similar reports received from offices subordinate to 
him. No report should be made by a Presidency or first class postmaster to the Post- 
master-General in such cases unless the enquiry shows, or it is alleged, that the contents of 
the article have been damaged or tampered with. 

Note 2. — If any of the contents of a registered bag or registered bundle (including 
insured letters) are missing, the procedure iaid down in rule 425 should be followed. 

Note 3. — The attendance at the post office of the addressee cannot be enforced in order 
that a suspicious article may be opened in his presence. If the attendance of the addressee 
cannot be procured within a reasonable time, the article must be delivered in the usual 
way. 

418, Eegistered envelopes bearing signs of damage or 
tampering. — When a registered envelope is received bearing signs of 
damage or tampering, it should be opened by the postmaster without loss 
of time and the procedure laid down below should be followed : — 

(a) If the registered envelope is intended for onward transmission, 

the registered articles enclosed in it should be carefully 
scrutinised by the postmaster and checked with the entries 
on the envelope itself. If there is no cause for suspicion, 
the articles should be replaced in a fresh registered envelope, 
which should be closed in the manner prescribed in rule 394, 
Volume I (8th edition), sealed, and forwarded to destination, 
a remark being written on the registered list and on the 
registered envelope explaining why the original registered 
envelope was opened. If the condition of any registered 
article received in a registered envelope gives rise to the 
least suspicion, it should be weighed (in rates or eighths of 
a iola)i the weight being noted on the article and on the 
registered envelope in which it is entered. A report should 
be made at once by the postmaster to his immediate supe- 
rior ; and the articles should, before it is replaced in a fresh 
registered envelope, be enclosed in a protecting cover 
addressed to the office of destination, on which a note 
regarding the condition, etc., in which the article was 
found should be written, and which should be closed and 
sealed with the insurance seal. The registered envelope 
in which the article is again enclosed should be replaced 
in the registered bag from which it was taken. 

(b) If the registered envelope is intended to be opened the regis- 

tered articles should he carefully scrutinised and checked 
with the entries on the envelope itself. If there is no cause 
for suspicion, the articles should he made over, in the usual 
course, to the Eegistration Department for disposal. If the 
condition of any registered article enclosed in the registered 
envelope gives rise to the least suspicion, the article should 
be weighed (in rates or eighths of a tola), and the weight, 
the condition in which the article was found, and such other 
remarks as may be called for, should be noted on the article, 
receipt and list. Immediate notice should be given to the 
office from which the article was received, a report should 
be sent by postmaster to his immediate superior, and the 
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registered bag in which the registered envelope was received 
with its cord and seal should bo preserved. 

(c) The addressee of the article should be served at once with a 
notice in the prescribed t'onii (Invn.-y) and the article 
should be locked up by tbo postmaster pending lii^ arrival. 
If any of the contents of the article appear to have been 
abstracted, an inventory of tlie contents, as received, should 
be made and signed by the addressee and the postmaster. 
The inventory should be sent by the postmaster with a full 
report on the case to his immediate superior. 

Note 1. — In the rase of a PiOhidenty putt office or a fit'sfc head office, the potet’ 
aiasfcer of the office itself should be rcc;ardcd as ihe imincdiato siipeiior for the piiq^oses of 
fifee preliminary investi^^atioii of cases of the kind leieried to in this rule and should take 
the same action on lejjoits recehed fiom the Ke^istrntion i>ei>ailnu*nt of his office as a 
Superintendent is lequircd to take on sLniJar rcixutb received from offices subordinate to 
him. No leport should be made by a l^resklency or fir.st class pus^lmastcr to the Post* 
master-Creneral in such cases unless the enquiry shows, or it is alleged, that the contents 
ef the article have been damaged or tampered with. 

Note 2. — If any of the contents of a registered envelope are missing, the procedure 
Jaid dowm in rule 425 should be followed. 

Note 3. — The attendance at the post office of the addressee cannot be onfoiced, in 
order that a suspicious article may be opened in his picsence. If the attendance of the 
addressee cannot be procured within a reasonable time, the article must be delivered in 

usual way. 

Note 4. — A registered envelope when opened should be filed with the registered list 
with which it is received, but in cases of tampering it should be kept in the postmaster’s 
poreonal ciustody until the enquiries in the case have been completed. 

419. Uninsured registered parcels bearing signs of 
damage or tampering. — Wheu an uninsured registered parcel re- 
ceived bears signs of damage or tampering, a report should at once be 
made by the postmaster to his immediate superior, and the parcel should 
^ be dealt with in the following manner : — 

(a) If it is intended for onward transmission, it should be weighed 
and the weight in tolasy should bo entered on the parcel and 
in the last column of the parcel list with which it is 
forwarded. The parcel should be forwarded enclosed in a 
protecting bag addressed to the office of destination, on the 
label of which a note regarding the condition, etc., of the 
parcel should be written, and \vhich should be closed and 
sealed with the insurance seal. A note should also be re- 
corded against the entry of the parcel in the parcel list with 
which it is to be forwarded to the effect that the parcel has 
been enclosed in a protecting bag. If the parcel was 
received in soi'ting, the ascertained weight, the condition 
in which it was found, and such other remarks as may be 
called for, should also be noted on the parcel, its receipt 
and the parcel list with which it was received ; the bag from 
which the parcel was taken, with its cord and seal, should be 
preserved ; and immediate notice should be given to the office 
from which the parcel was received. If the parcel was taken 
from a parcel bag or mail bag intended for onward trans- 
mission, the protecting bag in which it is enclosed should 
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^ be forwarded to destination inside tbe parcel bag or mail 

bag, wliich should be despatched in the manner described in 
rule 414 or 413, as the case may be. 

(b) If it is intended for delivery, it should be weighed and the 
weight in tolas, the condition in which it was found, and 
such other remarks as may be called for, should be noted on 
the parcel, its receipt and the parcel list with which it was 
received ; and immediate notice should be given to the office 
from which it was received. The bag from which the parcel 
was taken and its cord and seal should be preserved. The 
addressee should be served at once with a notice in the 
prescribed form (Invn.-3) and the parcel should be locked up 
by the postmaster pending the arrival of the addressee. If 
any of the contents appear to have been abstracted, an in- 
ventory of the contents, as received, should be made and 
signed by the addressee and the postmaster. The inventory 
should be sent by the postmaster with a full report on the 
case to his immediate superior. 

II. In every case a note should be made in the error book. 

Note 1. — In the case of a Presidency post office or a first class head office, the post- 
master of the office itself should be regarded as the immediate superior for the purposes 
of the preliminary investigation of cases of the kind referred to in this rule and should 
take the same action on reports received from the Parcel Department of his office as a 
Superintendent is required to take on similar reports received from offices subordinate to 
him. No report should be made by a Presidency or first class postmaster to the Post- 
master-General in such cases unless the enquiry shows, or it is alleged, that the contents- 
of the parcel have been damaged or tampered with. 

Note 2. — If a v.-p. unregistered article is received bearing signs of damage or tam- 
pering, a note should be made in the error book and the article should be treated in the- 
same way as other unregistered aiticles except that, in the event of the addressee refusing 
to take delivery of the article on account of its damaged condition, a report must be sub- 
mitted by the postmaster to his immediate superior. See rules 134, 234, and 296 of 
Volume I (8th edition), and rules 117, 162, and 239 of Volume II (7th edition). 

Note 3, — If any parcel mail aiticle (including insured parcels) is found missing the 
procedure laid down in rule 425 should be followed. 

Note 4. — See Note 2 to the preceding rule. 

420. Insured envelopes and insured letters bearing 
signs of damage or tampering. — If an insured envelope is re- 
ceived bearing signs of damage or tampering, or if its weight differs 
from that noted on the envelope, it will be made over to the postmaster 
who should himself weigh it, open it, and take out the contents, in the 
presence of witnesses, the ascertained weight (in rates or eighths of a tola) 
being noted on the envelope. The insured letter enclosed in the envelope 
should then he carefully scrutinised and weighed in the presence of wit- 
nesses. In all cases in which there is the least cause for suspicion in regard 
to an insured letter, or in which the weight differs from that entered on the 
letter by the office of posting, an immediate report should be made as^ 
required by rule 64, Volume I (8th edition), or rule 63, Volume II 
(7th edition), as the case may be, and the procedure laid down below 
should be followed : — 

(^) If the insured letter is intended for onward transmission, it 
should be forwarded enclosed in a fresh insured envelope 
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addressed to tlie office of destinatioii, on whicli a note 
regarding the condition, weight, etc., of the insured letter 
and the envelope in which it was received should be written, 
and which should be closed and sealed with the iuMirauce 
seal. If the insured envelope was received in sorting, a 
copy of this note should also be written on the registered 
list with which it was received and is despatched. A copy 
of this note should be sent by the postmaster to his imme- 
diate superior with a full report on the case, the envelope 
in which the insured letter was received being preserved. If 
the insured envelope was taken from a registered bag or 
bundle intended for onward transmission, the fresh envelope 
should be placed in the registered bag or bundle, which 
should be despatched in the manner described in rule 417. 
(6) If the insured letter is intended for delivery, the addressee 
should be served at once with a notice in the prescribed form 
(Invn.-3), and, pending the arrival of the addressee, the 
' letter should be kept under lock and key in the postmaster^s 
personal custody. The envelope from which the letter was 
taken and all the bags in which the envelope %vas enclosed 
with their cord and seals should bo preserved. If, on opening 
the insured letter, the addressee finds the contents to be 
correct, the letter should be delivered to him on his signing 
the receipt and acknowledgment; but if lu^ states that the 
contents are not correct, the postmaster should prepare a 
complete inventory of the articles contained in the letter, 
the total weight (?« rate.s) of all the articles and the Aveigbt 
{in rates) of the cover of the letter being separately noted 
in the inventory. The inventory should ])e prepared in 
duplicate and in the addressee’s presence. Botli copies 
should be signed hy the addressee and the postmaster. One 
copy should be attached to tlie unsigned acknowledgineni 
and forwarded to the postmaster of the office of posting, with 
full particulars of the occurrence, for coimminieation to the 
sender; the other copy being sent by first mail with a full 
report on the case by the postmaster to his immediate 
superior. 

II. If the condition of the insured letter gives rise to no suspicion, the 
insured envelope containing it should, if it is intended for onward trans- 
mission, be forwarded enclosed in another insured envelope, on which a 
note should be written explaining why the original envelope was opened, 
and which should bo closed and sealed with the insurance seal. If the 
letter is intended for delivery, the insured envelope and letter should be 
made over, in the usual course, to the registration clerk. 

III. A note should, in every case, be made in the error book. 

Note 1. — In the case of a Presidency post office or a first class head office, tlie post- 
master of the office itself should be roejarded as the immediate superior for the purposes 
of the preliminary investigation of cases of the kind referred to in this rule and should" 
take the same action on reports received from the Registration Department of his office as a 
Superintendent is required to take on similar reports received fiom offices subordinate tc - 
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him. No report should be made by a Presidency or first class postmaster to the Post- 
master-General in such cases unless the enquiry shows, or it is alleged, that the contents 
of the insured letter have been damaged or tampered with. 

Note 2.— See Note 2 to rule 418. 

421. Insured bags and insured parcels bearing signs of 
dlamage or tampering. — If an insured bag is received bearing signs 
of damage or tampering, or if its weight differs from that noted on the 
insured label, it will be made over to the postmaster, who should himself 
weigh it, open it, and take out the contents, in the presence of witnesses, 
the ascertained weight (m tolas) being noted on the insured label. Each 
insured parcel contained in the bag should be carefully scrutinised and 
weighed in the presence of witnesses. In all cases in which there is the 
least cause for suspicion in regard to an insured parcel, or in which the 
weight of an insured parcel differs from that noted on the insured parcel 
number slip pasted to it by the office of posting, an immediate report 
should be made as required by rule 64, Volume I (8th edition), or rule 63, 
Volume II (7th edition), as the case may be, and the procedure laid down 
below should he followed : — 

{a) If the insured bag is intended for onward transmission, the 
parcel which gives rise to suspicion should be enclosed in a 
protecting bag, addressed to the office of destination, on the 
label of which a note regarding the condition, weight, etc., 
of the parcel and the insured bag in which it was received 
should be written, and which should be closed and sealed 
with the insurance seal. A note should also be recorded 
against the entry of the insured parcel in the parcel list in 
which it is invoiced to the effect that the article has been 
enclosed in a protecting bag. The insured parcel in its pro- 
tecting bag should then be placed with the other insured 
parcels (if any) in a fresh insured bag, which should be 
closed and sealed in the manner prescribed for closing and 
sealing insured bags, a remark beiug written on the label 
explaining why a fresh bag lias been used, and which should 
be forwarded to destination inside the mail or parcel bag 
from which the insured bag was originally taken, the mail 
or parcel bag being despatched in the manner described in 
rule 413 or 414, as the case may be. A copy of the note 
written on the label of the protecting bag should be sent, 
with a full report on the case, by the postmaster to his 
immediate superior, the insured bag from which the parcel 
was taken, with its cord and seals, being preserved. 

(h) If the insured bag is intended to be opened by the office and 
contains sorting insured parcels, the parcel which gives rise 
to suspicion should be forwarded to destination enclosed in a 
protecting bag which should be closed, sealed, and labelled 
in the manner described in clause (a) above. A copy of the 
note on the label of the protecting bag should be written on 
the parcel list, with which the article was received and is 
despatched, and on the receipt; and a copy should be sent 
by the postmaster to his immediate superior, with a full 
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report on the case, the insured bag from ^liich the parcel 
was taken, with its cord and seals, being preserved. 

(c) If the insured bag is intended to be opened by the office anti 
contains insured parcels for delivery, the addressee should 
be served with a notice in the prescribed form (Invn.-d), 
and, pending the addressee’s arrival, the parcel should ])e 
kept under Jock and key in the postmaster’s ponsonal custody. 
The insured bag from which the parcel was taken with its 
cord and seals, and all the ])ags in which the insured bag 
was enclosed with their cord and seals, should l)e preserved. 
If, on opening the parcel, the addressee finds the contents to 
be correct, the parcel should be delivered to him on his 
signing the receipt and acknowledgment; Imt if he state*® 
that the contents are not correct, the postmaster should 
prepare a complete inventory of the articles, contained in the 
paicel, and weigh the covering of the pjircel and the articles 
contained in it separately, the total weight of all the articles 
^ and the weight of the covering being separately noted in the 
inventory. The inventory should be prepared in duplicate 
and in the addressee’s presence. Both copies should be 
signed by the addressee and the postmaster. One copy 
should be attached to the unsigned acknowledgment and 
forwarded to the postmaster of the office of posting, wdth full 
particulars of the occurrence, for communication to the 
sender; the other copy should 1)0 sent l)y first mail, wdth a 
full report on the case, to the postmaster’s immediate 
superior. 

II. If the condition of the insured parcels gives rise to no suspicion, 
they should, if the insured bag is intended for onward transmiwssion, be 
replaced in the insured bag, which should be closed and soalcMl, a remark 
being written on the label explaining why the hag w^as opened, and then 
forwarded to destination, in the manner described in clause (<7) above, 
and if the bag is intended to be opened in the office, it should he made 
over, with its contents, in the usual course, to the parcel clerk. 

III. A note should, in every case, be made in the error book. 

Note 1.~ In tho oafe of a Presidency port ofRc*? or a first class bond office, the post- 
master of fbe office itself should be rejjarded as the immediate superior for the purposes 
of the preliminary investigation of cases of the kind referred to in this rule and should 
take the same action on reports received from the Parcel Hepavt-rrent of his office as a 
Superintendent is rcquiicd to take on simliar reports received from offices subordinate to 
him. No report should he made by a Presidency or first class postmaftcr to the Post- 
master-General in «uch cases unless the enquiry shows, or it is alleged, that t^c contents 
of the parcel have been damaged or tampered with. 

Note 2. — See Note 2 to rule 418. 

422. Cash bags bearing signs of damage or tamper- 
ing. — If a cuvsh bag is received bearing signs of damage or iaiupering, 
the following procedure should be followed : — 

(a) If it is intended for onward transmission, it should be weighed 
and the ascertained weight in fohis should be noted on the 
h. 0. slip, daily account, b. o. slip, or registered list, as the 
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case may be. It sbould then be enclosed in a protecting bag 
addressed to tbe ol6ce of destination, on tbe label of which 
a note legarding the condition, etc., of the cash bag should 
he written, and w^hich should be closed and sealed with the 
insurance seal. The protecting bag should be forwarded to 
destination inside the account, branch ofhce, or mail bag 
from which the cash bag was taken, the account, branch 
office, or mail bag being despatched in the manner described 
in rule 415, 41C or 413, as the case may be. A report on the 
case should be sent at once by the postmaster to his imme- 
diate superior. 

(h) If it is intended to be opened, it should be w^eighed in tolas and 
opened, and the contents should be counted by the post- 
master in the presence of witnesses. If any of the contents 
of the bag are missing, a report by telegraph should be made 
as required by rule 64, Yolume I (8th edition), or rule 63, 
Volume II (7th edition), as the case may be, and the bag, 
lock, cord and seal, together with all the bags in which it 
was enclosed with their cord and seals, should be preserved. 
A full report on the case should be sent at once by the post- 
master to his immediate superior. 

428. Enquiries to be made by Superintendent in cases 
of abstraction of tbe contents of articles. — If an article which 
has been tampered with is, on delivery, found to have had any portion of 
its contents abstracted, the Superintendent, on receiving the postmaster’s 
report, should at once obtain from the addressee and sender full parti- 
culars regarding its contents and value. He should carefully examine 
the article as w^ell as the bags in which it was received, the cord and 
seals, and also institute strict enquiries in the post offices and R. M. S. 
sections through which the article passed. The assistance of the Magis- 
trate and police should be obtained where required (see rule 386). If it 
is thought necessary to search the house of a suspected official, care should 
be taken that the procedure required by law is strictly adhered to. 

424. Steps to be taken if any of the contents of a tran- 
sit or mail bag are missing.— If on opening a transit or mail bag 
received, whether for onwmrd transmission or addressed to the office, any 
bag wdiich sliould be contained in it is found missing, an immediate 
report should be made as required by rule 64, Yolume I (8th edition), 
or rule 63, Yolume II (7th edition), as the case may be. If any registered 
or parcel mail article (including an insured article) is found short in a 
mail bag, the procedure laid down in the next rule should be followed. 

II. The bag with its cord and seal, should be preserved in the custody 
of the postmaster, and if it is for onward transmission another bag should 
be used to forward the contents to destination, a remark explaining why 
ii has been substituted for the original bag being written on the label 
and the mail list (if any). 

TIT. A note should be made in the error book. 
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425. Short receipt of registered articles of all kinds.— 

If a registered article of any kind, invoioed in a registeied list or parcel 
list, is not received, tke postmaster slionld at once take possession of tlie 
bag in wkich the article should have been enclosed with its label, seal or 
seals and cord, the list and the other articles (if any) entered in the list, 
all of which he should candully examine, noting any discrepancies and 
making such remarks as may be necessary on the list. If the missing 
article is an insured paicel, the postmaster should compare the aggregate 
weight of the insured parcels actually re{*eiTed and the weight of the 
insured hag and its seals, cord and label \\ilh the eight marked on the 
label. If the weights agree, it will tend to show that the insured parcel 
supposed to be missing was not placed in the l)ag, but entered by a clerical 
error in the lisi, or that it was missent to some other office, or left 
behind by mistake iu tlio office ■v\hit*h made up the bag. If a registered 
article wliieli should have been received enclosed in a registered envelope 
is missing, the matter should be reported at on(‘e to the postmaster, who 
will immediately take possession of the registered (‘iivelope and the bag 
in which it was enclosed with its labels, seal or seals and cord, and care- 
fully examine the conditions of the registered envelope to see whether 
there is any reason to suspect that it has been tampered with. 

II. Tlie bag in which Ihe missing article should have been received, 
with its label, cord and seal or seals, and all the other bags (if any) in 
which that bag was enclosed, with their cord and seals, should be* pre- 
served. If the bags which are to be preserved were received for onward 
transmission, their contents vshould be forwarded to destination enclosed 
in other bags, which should be closed and sealed with the insurance seal, 
a note being made on the label of each bag, and mail list (if any), 
explaining why the bag has been substituted for the original hag. 

III. The postmaster should immediately report the loss as required 
by rule 64, Yolume I (8th edition), or rule 68, Volume II (7th edition), 
as the case may be. He should make a thorough search for the missing 
article in the office; and if it cannot be found, take dowm the names of 
all present (including postmen, packers, etc.), noting the share w-hieh 
each had in the w-ork of receiving, opening and handling the mail w-ith 
whicli the missing article should have been received. If necessary, he 
should ]>revent any one from leaving the office pending the arrival of the 
police, who may, if it is considered advisable, be summoned. The state- 
ments of all the officials present should be recorded in writing, and they 
should be required to sign the depositions, their signatures being wit- 
nessed by the postmaster. If any of them objects to be searched, the 
postmaster should await the arrival of the police. When the police 
arrive, none of the office establishment should be permitted to leave till 
such preliminarv investigation, as may be considered necessary, has been 
completed. A full report of all the circumstances should then be made 
by the postmaster to his immediate superior. 

Note. — Where the R. M. S. is concerned, if the orticle missing is a registered article 
of any kind received in sorting, the Nos. of the registered articles actually received 
be stated in ihe notice of the loss sent to the R. 3\L S. 

426. Enquiries to be made by Superintendent in cases 
of loss.— The Superintendont should lose no time in enquiring inio ihe 
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alleged loss. He should carefully examine tlie bags, cord, and seals that 
have been preserved, and, if necessary, request other Superintendents and 
officials to assist him by making enquiries within their respective juris- 
dictions. He should, as soon as possible, obtain from the addressee and 
sender of the lost article, full particulars regarding its contents and 
value, the circumstances under which it was posted and any other 
information that may be available. He should communicate this in- 
formation when received to the police if the investigation has been placed 
in their hands, and also furnish them with such other evidence as may 
from time to time come to his knowledge, to enable them to prosecute 
the investigation. 

II. In important or difficult cases, the Superintendent should himseli 
proceed to the office to which suspicion of the theft or loss attaches ; and, 
if necessary, visit the post offices through which the article passed, in 
order to follow up the enquiry from office to office. In other cases, if 
the Superintendent is unable to be present, an Inspector may be deputed 
to carry on the enquiry. He should keep the Superintendent informed of 
its progress. 

427. Preservation of seals and bags.— When a loss occuni 
or is suspected, or a bag is received damaged, all seals and fastenings, 
envelopes and covers, with seals, etc., should be carefully preserved it 
a tin case, which can be obtained or made locally, and the articles should 
always be forwarded in the case when sent through the post, so as to 
prevent their being damaged in transit. The bags, too, should always 
be preserved. 

428. Despatch of telegrams. — Attention is drawn to rule 64, 
Volume I (8th edition) and rule 63, Volume II (7th edition), which pre* 
scribe tbe report by telegraph if possible, of the short receipt or excess 
receipt of bags, documents, articles, or cash. It is very important that 
those rules should he strictly followed, as their neglect is likely to intea'* 
fere with the prompt prosecution of enquiries. Telegrams should not, 
however, be marked express except in very special cases. Ordinary 
telegrams will, as a rule, serve the purpose. 

429. ^ Complaints by addressees.— If the addressee of a regis- 
tered article of tlie letter mail or of a registered parcel which he knows or 
has reason to believe was posted, complains of not having received it, 
the complainant should he asked to state the sender’s name and address- 
and the probable date of posting. These particulars should be cammn- 
uicatcd at once to the office where the article is alleged to have been 
posted. The postmaster of that office should, immediately on receipt 
the complaint, ascertain whether the article was despatched and, if so, 
issue a search bill to trace it, provided that sufficient time has elapsed 
for the article to have reached its destination in the ordinary course. 

II. A note should be made in the error hooks of both offices. 

430. Complaints by senders.— When enquiries as to fie* 
delivery of an uninsured registered article of the letter mail or registered 
parcel mail are made by the sender at the office of posting, he should be 
informed that, when a special postal acknowledgment is not paid for, 
the office of posting receives no notice from the office of delivery regarding* 
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a registered article or parcel, uale&s it is lost, and that, in the absence of' 
any intormation to the contrary, it must be concluded that the article 
was correctly delivered. 

IL If the sender of a registered article of any kind produces evidence 
that it was not received by the addressee, as proved, for esaniple, by the 
latter's statement to that eftect, or gives rea«‘Onable groundvS for believing 
that it was not delivered, the postmaster of the office of ]]Osling should 
immediately make encjuiry at the office of delivery, and if il»o result is 
not satisfactory, he should at once issue a sef.ich lull to trace the mibsing 
article. Should the contents be stated to lie of considerable value, the 
enquiry from the office of delivery should be made by telegrmph. 

III. If the sender of a registered article of any kind for vtbich a postal 
acknowledgment is duo com])la’ns that he has not received the acknow- 
ledgment signed hy the addievssee, the postmaster of the (dfiee of posting 
should take immediate steps to obtain a duplicate ackno^\ledgu 3 ent from 
the office of delivery. 

lY. In every case a note should be made in the error book. 

481. Search bills. — The object of a search bill is to trace an. 
article during its course from the office of despatch to the office of final 
destination. A search bill may he issued to trace a bag, or a registered 
article of the letter mail, or a registered parcel. It may be issued by 
the postmaster of the office of posting, or the office of delivery, or any 
intermediate office, or by any supervising officer; and it may go forwards 
to the office of delivery, or backwards to the office of posting. 

II. The officer who issues a search bill should invariably indicate, in 
the last column of the vsearch bill, tbe special points on which information 
is desired, and this information should, as far as possible, be furnished by 
the officers through whose hands the search bill passes. 

Note. — search bill should never be issued to trace a money order. When a money 
order is lost or repoited lost, the proiediiie laid down in rule 651, VoL I (8th edition), or 
rule 514, VoL II t7th edition), as the case may be, should be followed. 

432. Searcb. bills not to be delayed.— The timely issue of a 
search bill will, in most instances, prevent delay and reduce correspond- 
ence, for a search bill will trace an article through several post offices 
more quickly than direct enquiries made from each office one after the 
other. It is very important that a search bill should not be delayed. 
It should be sent forward by first mail to tbe office in advance, and the 
last office which has to deal with it should return it, as soon as it ig 
completed, to the officer who issued it. Search bills should he forwarded 
registered on postal service. The detention, loss, or suppression of a 
search bill will be treated as a grave offence. 

433. Remarks on search bill to be sent to issuing 
Ofl&cer. — The officer who receives a search bill must give it immediate 
and careful attention. He must furnish, as far as he can, the information 
asked for, and at the same time avoid entering into irrelevant details. 
A copy of the remarks written on the search hill should be prepared in 
duplicate, and one copy should be sent by first mail to the officer who 
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issued it, except in the case of the office of final destination, which will 
return the search bill itself. 

II. It is the duty of the officer who issues a search bill to watch its 
progress, and to bring to the notice of the proper authority any delay 
in the receipt of information from any office. 

484. Filing of search bills. — ^The copies of remarks made on a 
search bill by the officers through whose hands it passes should be filed 
with the search bill when it is returned completed to the officer who issued 
it. 


Unregistered articles, 

485. Complaints of loss of unregistered articles.— When- 

ever a complaint is made, either by the sender or the addressee, of the 
loss of an unregistered article, — including an unregistered parcel and a 
value-payable unregistered book-packet, — the officer to whom the com- 
plaint is preferred should send the prescribed form to the complainant 
in order to obtain information regarding the place and time of posting, 
the evidence as to the posting, the contents o£ the article, and such other 
particulars as may be available. 

486. Reply to be given if posting cannot be proved.— 
If no evidence of posting is given, the complainant should be informed 
that, although there is no proof of the a^rticle having been entrusted to 
the Post Office, every enquiry will be made regarding it, and that, if it 
is traced, he will be communicated with. Enquiry should then be made 
simultaneously from the office of delivery and the D. L. 0. which serves 
the office of posting. If the article is alleged to have contained currency 
notes, or anything the registration ot which is compulsory, the breach of 
postal rules in sending it unregistered should be pointed out to the com- 
plainant. 

II. Such complaints should be recorded against the post offices which 
would, in the ordinary course, have dealt with the missing article. 

48*7. Enquiry to be made if posting is proved.— If the 
posting of a missing unregistered article can be proved by the production 
of a certificate of posting or other satisfactory evidence, the complainant 
should be informed that enquiries will be made, and the result com- 
municated to him. The officer who receives the complaint should then 
make all possible enquiry and communicate the result to the complainant. 

II. Such complaints should be recorded against the post offices which 
would, in the ordinary course, have dealt with the missing article. 

438. Loss of an article containing anything of value.— 
In cases where it is alleged that the contents of a missing unregistered 
article were valuable, the action taken by the Superintendent in disposing 
of the complaint, the names, official designations, and character of the 
suspected persons, and his own conclusions in the case, should be specially 
reported for the information of the Postmaster-General. The report 
should state y?'hether the posting of the article was proved or not. If any 
punishment is imposed by the Superintendent on a subordinate whom he 
is authorised to punish, it should be mentioned in the report. 
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II. A special report will not ordinarily he necessary in cases in whicli 
the contents of a missing unregistered article have not been declared to 
be of any value. 

Note — The loss of value-payable unre^isteied ai ticks should nnaiiably be reported to 
the Postmaster-General, as the contents mu*t be assumed to ha've been valuable. 

439. Frequent complaints against tlie same oflOLce.— 
When Ireqnent complaints ot loss aie made afiecting a particular office, 
the matter should be reported to the Postmaster-General, and the Superin- 
tendent and the postmastei should exert theinsel\os to discover the dis- 
honest members of the establishment. If the complaint against the office 
is that numerous letters vhich vere posted did not leach the addressees, 
it may be useful to post test letters, and, vith the assistance of other 
officials watch their transit to destination; or the houses of the suspected 
persons mav, with the ^(inctum of the Maffnfraic, be unexpectedly 
searched. If suspicion rests on the ofiice of deliveiy, the same means 
may be used to detect the offender, t.e., the delivery clerk and postman 
sliouM be watched, and tested by means of test letters. If the actual 
oiVenders cannot be discovered and the losses continue, the ostablishnient 
of the suspected office may be dispersed to post offices vrhere they cannot 
act in concert, and their conduct in their new appointments should be 
strictly watched. 

Oases of fraud and misappropriation. 

440. Fraud facilitated by lax super¥ision.— Cases of fraud 
and misappropriation of Government money by postal oliicialB '^vill seldom 
occur if the rules which define the responsibility of each official are 
strictly enforced, and if the balances are verified and the correctness of 
the accounts tested by the postmaster in accordance with the detailed 
instructions for his guidance contained in the clauses under rule 196, 
Volume I (8th edition). When a system of fraud is carried on in an ofiice, 
it will generally be found that several members of the establishment 
have been acting in collusion, and that the postmaster has been lax in 
his supervision. 

441. Application of checks on postage.— When a super- 
vising officer has reason to suspect that an office under his control fails 
to debit itself with the full amount of postage due on articles received for 
delivery, or takes credit for more than the postage due on articles actually 
redirected, he should test the office by keeping notes of postage in his 
memorandum hook and in any other way that may seem to him advisable, 
the co-operation of other officials, when necessary, being secured. 

II, If a system of fraud in respect of postage is discovered to have 
existed for any length of time in an office, it will often be a proof that 
the supervising officer, to wffiom that office is subordinate, has neglected 
his duty. 

442. Temporary misappropriation of money.— Fraud is 
pmetimes committed in respect of money received from the public, which 
is misappropriated for a time, the amount being afterwards made gyod 
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'and credited in the accounts. This is a very serious offence, punishable 
as criminal breach of trust, even though there may not have been any 
actual loss. If the postmaster or a supervising officer has any reason to 
suspect fraud of this nature, an immediate investigation should be made. 

443. Deficiency in the casli or stamp balance.— If a super- 
vising officer finds a deficiency in the cash or stamp balance of a post 
office, the postmaster or treasurer (when there is one), or both of them,, 
should be called upon to produce the money or stamps. If they cannot 
do so, and are unable to give a satisfactory explanation, action should be 
taken as prescribed in rule 386-11, the case being reported by telegraph 
if possible, to the Postmaster-General. 

444. Complaints wbich indicate fraud. — Every complaint 
which points to fraud must be enquired into without a moment’s un- 
necessary delay. The enquiry should be made with the same promptitude 
as an enquiry by the police into a complaint of a cognisable offence. A 
Superintendent or Inspector is expected to be able to move at a mementos 
notice towards any point in his jurisdiction; and, if he delays to make an 
enquiry into a complaint which indicates fraud or a likelihood of fraud, 
he will be held responsible for all the consequences of the delay, whether 
the complaint was received direct or from a superior officer. 

445. Report to Postmaster-General in frand cases.— In 

cases in which a system of fraud has been carried on in an office, in 
connection with the savings bank, money order, or any other department, 
or when any branch of post office business has been utilised by the public 
for the commission of fraud, the report of the Superintendent, besides 
stating the result of the enquiry, the action taken, and the conclusions 
drawn by him, should set forth in detail the manner in which the fraud 
was committed, and point out any defects in, or breaches of, the rules 
by which it was facilitated. The Superintendent should also in such 
cases submit, either in his report or separately, suggestions that may 
seem to him necessary for the amendment of the rules. 

446. Steps to be taken to preserve money orders on re- 
ceipt of complaints. — When a complaint is made regarding the 
non-payment or wrong payment of a money order, the Audit Office con- 
cerned should immediately he asked to take steps to prevent the destruction 
of the order, if it has reached that office and has not already been 
destroyed. If the order is in existence, it should be preserved for three 
years with the records of the enquiiy, either in the Audit Office or in the 
Postmaster-GeneraFs office. 

447. Applications to Audit Offices for return of paid 
orders. — Inspectors and postmasters who are subordinate to Superin- 
tendents should not send applications for the return of paid money orders 
direct to the Audit Offices. When a paid money order is required from 
an Audit Office for reference by such a postmaster or Inspector, the 
Suporinteiideni should be addressed, and if the Superintendent is satisfied 
that the document is really wanted, he will request the Audit Office 
concerned to send it to himself, or to the postmaster or Inspector direct, 

^8 may appear to be expedient in the circumstances of the case. 
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448. Applications to Check Office for telegraphic, 
advices. — Teiegraphic advices ap])ertainirig 1o paid ifdf^graphic money 
orders are retained by tlie Telegrapk Dopartment for tliree numths; bat 
those relating to telegraphic money orders, the payment of which cannot 
he traced, are preserved for such lurther })eriod as nmy be neeossary for 
audit purposes. Heads of Circles shouhi apply to the Chief Superin- 
tendent, Telegraph Check Office, Calcutta, for any particular advices 
that may bo required for inspection. The advices should be returned to 
the Check Office when no longer required. 

449. Claims of defrauded persons.— In all cases except those 
referred to in paragraph III, wffierc loss has been caused to any private 
person by money having been misappropriated by u postal official or 
fraudulently obtained from the Post Office by an outsider the Postmaster- 
General should issue orders for the amount to be refunded to the defrauded 
person as soon as he has admitted his claim. It is important that there 
should he no unnecessary delay in satisfying the claims of defrauded 
persons in such cases, and the supervising officer concerned should, there- 
fore,. apply for the orders of the Postmaster-General on this point as soon 
as the facts are clear. 

II. In cases where money received for the issue of a money order has 
been misappropriated by a postal official and the claim of the defrauded 
remitter has been admitted by the Postmaster-General, the remitier 
should be asked whether he wishes the amount to be repaid to himself 
or remitted, according to his original intention, to the payee. In the 
former case, the Postmaster-General should order the amount, including 
commission, to be refunded; in the latter case, the commission will be 
retained by the Post Office. 

III. In cases where a wrong payment of an ordinary or telegraphic 
money order has been made in conseijuence of a deception having been 
practised upon the remilter by a person who personated the real payee, 
the orders of the Director-General should be obtained before any refund 
is made. 

IV. All cases of fraud or misappropriation of Government money are 
required, by rule 395-1 (7), to be reported to the Director-General, and 
when such cases involve loss to private persons, the Postmaster-General 
should, in cases of the kind referred to in paragraphs I and II, mention 
particulars of any refunds that may have been ordered by him, and in 
cases of the kind referred to in paragraph III, make his recommendations 
as to whether a refund should bo granted or not. 

V. Any sums refunded to private persons before the recovery or 
adjustment of the amount of the loss should be paid from the cash col- 
lections of the office which makes the payment, and the items should be 
shown in the accounts of the head office as advances recoverable until the 
final order of adjustment is received. 

Minor irregularities. 

450. Articles missent, misdelivered, or delayed.— 

Although cases in which articles, specially unregistered articles, are 
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accidentally missent^ misdelivered, or delayed during transmission by 
post, are not serious in themselves, yet the frequent commission of such 
irregularities in any particular office or by any particular official should 
be viewed seriously. If the official in fault deserves punishment, he 
should be punished departmentally, unless it be proved that an article 
entrusted to the Post Office was wilfully delayed or missent or mis- 
delivered, in which case the orders of the Postmaster-General should be 
obtained. 

451. Cover of article to be obtained.— When a complaint is 
received from the public regarding the missending or misdelivery or 
delay in the transmission of an unregistered article, the complainant 
should be ashed for the cover of the article. If the cover is obtained, 
it will often be possible to ascertain from the impressions of the date- 
stamps where the delay took place, or the mistake in missending or mis- 
delivery occurred. If the cover cannot be produced, no inquiry can be 
made, and the complainant should be informed accordingly. 
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CHAPTER 8. 

Appointments. 

Powers of ofiBicers to appoint and nominate, 

452. Offlcers having powers to appoint.— Tlic following 
TTiles govern appointments to tlie service of Government in the Post Office 
made by — 

{a) Postmasters-General ; 

(6) Presidency postmasters ; 

(c) Superintendents ; 

{d) Postmasters of tbe first class ; 

[e) Inspectors. 

Note 1. — ** Superior service ” and ** inferior service are defined in the Civ}l Service 
Begulations. The whole service of a postman or village postman, whatG\er his pay, is 
considered superior service in all re&pocts. 

Note 2. — The term “ pay ” in this chapter denotes the maximum substantive pay of 
an appointment. Allowances drawn by postal officials for pei forming telegraph woik in 
combined offices are treated as pay. 

Note 3. — Officiating appointments are governed by the same rules as substantive 
appointments, except that descriptive rolls, health certificates, and ceitificates of nationality 
are required only from persons on their first substantive appointment. 

453. Orders of appointment. — In every case in wlxicb a person, 
wbetber in superior or interior service, is newly appointed to a permanent 
or ofiiciating appointment (including that of an unpaid probationer), 
promoted, or transferred, a written order should be given to him under 
the signature of the officer authorised to make the appointment. A copy 
of the order of appointment, promotion or transfer should be sent without 
delay to the postmaster by whom the pay of the person appointed or 
transferred will be drawn, and to the postmaster of the head office in 
whose custody the sei’vice book or service roll of the officer concerned is 
kept; in the case of transfers from the jurisdiction of one head office to 
that of another, a copy should also be sent to the postmaster by whom the 
pay of the person transferred was last drawn. 

Note. — A copy of the orders of Government on the subject of the indebtedness of 
Government officials, contained in Uetolutions Nos. 2-77-102, dated 19th January 1884, and 
29-1-1770-92, dated 8th October 1889, of the Government of India, in the Home Department, 
should be furnished, along with the orders of appointment, to every official on first appoint* 
ment to a substantive post in the Post Office. Copies of these orders may be obtained on 
indent from the usual sources. 

454. Postmaster-General’s powers to appoint and pro- 
mote. — A Postmaster-General is authorised to appoint and promote 
all officials other than Superintendents of post offices, 6th grade, in his 
■circle, provided that the maximum pay of the appointment does not 
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exceed £200 a month. A copy of the orders issued in each case should, 
however, be sent without delay to the Director-General for information. 

II. The appointments of Probationary Superintendents are sanctioned 
by the Director-General but their promotions in their own grades are made 
by the Postmaster-General concerned. 

III. The appointments of Probationary postmasters are sanctioned by 
the Director-General, but the Postmaster-General concerned grants them 
leave of any kind. 

Note. — Inspectors should ordinarily be pure natives of India — ^by blood as well as by 
birth. They should usually be selected from postmasteis, sub -postmasters and post office 
cleiks. If an outsider is appointed he must pass a departmental test before confirmation, 
and must also have been for at least three months in charge of a head office or important 
sub-office. 

f 

455. The re-employment of postal pensioners. — Post- 
mabters-Gcnoral are empowered to re-employ a postal pensioner in a tem- 
porary appointment subject to the conditions of Article 524 of the Civil 
Service Regulations and provided the pensioner is a non-gazetted ofibcer 
in receipt of a pension not exceeding ft 100 a month. » 

/ 456. Postmaster-GeneraPs powers to nominate. — A Post- 
master-General may nominate to the Director-General persons for all 
appointments in his circle, the pay of which exceeds ft200. If it is 
proposed that any officer senior to the nominee should be superseded, full 
grounds should bo given for the proposed supersession. 

457. Presidency postmaster’s powers to appoint. — A Presi- 
dency postmaster is authorised to appoint sub-postmasters, clerks, and all 
other officials in the Presidency post office and its town sub-offices, as also 
Inspectors for the supervision of town sub-offices, provided that the pay 
of the appointment does not exceed SlOO a month ; but the Postmaster- 
General may, for special reasons, reverse or modify any order of appoint- 
ment. 

Note. — The Postmasteis, Rangoon and Lahore, are authorised to exercise the powers 
of a Piesidcncy postmaster in lespect of officials under then control. 

458. Presidency postmaster’s powers to nominate.— A 

Presidency postmaster may nominate persons for appointments in his 
office the pay ol viiici exceeds UlOO. If it is proposed that any officer 
senior to the nominee should be superseded, full grounds should be given. 

Note. — The Postmasters, Rangoon and Lahore, are authorised to exercise the powers 
of a Presidency postmaster in respect of officials under their control. 

459. Superintendent’s powers to appoint.— A Superin- 
tendent is authorised to appoint sub-postmasters, clerks, overseers, and all 
other officials in post ofeces under his control, and on mail lines in his 
division, provided that the pay of the appointment does not exceed 1140’ 
a month ; but: the Postmaster-General may, for special reasons, reverse or 
modify any order of appointment. 

II. A Superintendent is also authorised to appoint village postmen to 
first class head offices situated within his division, and to town, sub and 
branch offices under the supervision of a first class postmaster; but before 
making any such appointment, the Superintendent should consult the- 
postmaster. 
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Note. — In making appointments the Superintendent should consider the claims of 
oificiais in hrst class head offices in his division. 

^ 460. Superintendent’s powers to nominate.— A Superin- 

tendent may nominate persons for appointments in his division, provided 
that the pay does not exceed UlOO a month. If it is proposed that any 
Oihcer senior to the nominee should he superseded, full grounds should be 
given. 

Note. — In making nominations the Superintendent should consider the claims of 
officials in first class head offices in his division. 

461. Powers of a first class postmaster to appoint and 
nominate. — A postmaster of the hrst class is anthoiL^ed io appoint sub 
and branch postmasters, clerks, postmen, and all other olllciuls (except 
village postmen) in his otiioe and the town, sub and bruiieh oliices placed 
under his sapei vision, provided that the pay of the appointment does not 
exceed fl40' a month. The Postmaster-General may, however, for special 
reasons j reverse or modify any order of appointment. 

•II. Any first class postmaster (whatever may he his pay) may nominate 
persons for appointments in his office, the pay of which does not exceed 
KlOO a month. If it is proposed that any officer senior to the nominee 
should be superseded, full grounds should be given. 

III. With the exception of the offices specified by the Postmaster^ 
General, the appointments within the powders of first class postmasters 
and those within the powers of the Superintendent must be considered, 
for purposes of promotion, as belonging to the same division, and there- 
fore all appointments made by first class postmasters, other than those of 
postmen, and inferior servants, mxist be made in communication with 
the Superintendent, and unless the Superintendent expresses his con- 
currence in writing, must be submitted io the Postmaster-General through 
the Superintendent. For the same reason, the nominations made by first 
class postmasters must be sent through the Superintendent. If the 
Superintendent considers that any appointment or nomination supersedes 
the claims of any of his own subordinates, he may represent this to the* 
Postmaster-General and make his own nomination in forwarding the 
postmaster’s proposal. 

^ Note. — S ec Notes to rules 457 and 458. 

462. Powers of a second class postmaster to appoint.— 

A postmaster of the second class is authorised to appoint posimen (but not 
village postmen) and menial servants (oilier than runners) in bis own 
office subject to the sanction of the Superintendent, which may be obtained 
subsequently” lo the order of appoiniment unless the Postmaster-General 
directs that it should be obtained previously. 

Note. — As a special case the sub-postmaster of the Mussoorie post office exercises thfr 
powers of a 2nd class head postmaster under this rule. 

,, V 468. BTommations submitted for Postmaster-General’s, 
approval. — The names of persons nominated by Presidency postmasters. 
Superintendents, and first class postmasters should be submitted to the* 

* In the Quetta post office this limit is 1R60. 
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Postmaster-General for approval. In tlie case of persons nominated to 
new appointments, or to till vacancies caused by deatb, etc., particulars 
of tlie nominees should be submitted in the form of a letter. In the case 
^of nominations to fill vacancies caused by leave, sucli particulars should 
be entered on the back of the applications for leave. If it is proposed that 
any officer senior to the nominee should be superseded, full grounds should 
be given. If the Postmaster-General approves of a nomination, he will 
appoint the persons nominated, if not, he will call for another nomination, 
or himself select a person to fill the vacancy. 

464. Inspector’s power to appoint. — An Inspector may 
appoint all postmen for sub and branch offices, except the town, sub and 
branch offices, which are under the supervision of a first class head post- 
master, and village postmen for all head, sub and branch offices in his 
sub-division subject to the sanction of the Superintendent which may be 
‘Obtained subsequently to the order of appointment, unless the Postmaster- 
General directs that it should be obtained previously ; but, before appoint- 
ing village postmen to first class head offices and to town, sub and branch 
offices under the supervision of a first class postmaster, he must consult 
the postmaster. An Inspector may also appoint all menial servants 
for the suh and branch offices, and all runners for the mail lines in his 
sub-division; but the Postmaster-General may, when he considers it 
advisable, prescribe that the sanction of the Superintendent must be 
obtained to all such appointments. 

Conditions of appointment. 

465. Appointment roll. — ^Eyery Superintendent and first class 
postmaster is required to submit to the Postmaster-General, on the 1st of 
each month, an appointment roll containing particulars of appointments 
made by him during the preceding month. The appointment roll should 
not contain particulars of appointments of postmen and village postmen 
or inferior servants, and only appointments to permanent vacancies should 
be entered in the roll. 

II. Postmasters of the 2nd class and Inspectors who are allowed to 
make appointments without the previous sanction of the Superintendent, 
must submit similar appointment rolls to the Superintendent on the 1st 
of the month, showing the appointments made by them of postmen and 
village postmen to permanent vacancies. 

III. Copies of appointment rolls must be kept on record. 

Note 1. — Whenever a person is appointed for the first time to a substantive post, a 
note should be made against his name in the appointment roll, in the column for remarks, 
stating whether he has passed any University examination. If he has passed any such 
examination, it should be named. 

Note 2. — note should also be made in the appointment roll, in the column for 
remarks, showing against the name of each official newly appointed or promoted, who is 
required to furnish security before he can obtain employment or promotion, whether he has 
furnished security. 

Note 3. — A note should also be made in the appointment roll, against the name of each 
official promoted, stating whether he is the senior officer in his grade. If he is not the 
senior officer of the grade in the division in which the vacancy occurred, the appointment 
fifoli must be accompanied by a memorandum giving in order of seniority, (-i.e,, in the order 
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of appointment to the lespective p^radcf.) the names of all those supeneded, \^ith a nets 
agti-inbt each man’s name stating the ginurids on \thich he is corisideied uuut ior the vacant 
oihee. 

Note 4. — The appointment rolls of hist class postmasters (othei than Pic\-ideu<*y post- 
masters) should be submitted to the rostiuastei-Ocneial tiiiough the bupeimtendent o£ 
the division, 

4:66. Descriptive roll. — A descriptive roll is required in tlio case 
of every person other than a postman or village po&tuiaii who is nominated 
or appointed for the first time to a suf)stimtive [wst in superior service, A 
descriptive roll must be filled up and signed by the person tv hose descrip- 
tion it contains. The ohicer making the appointment will in all eases 
retain the descriptive roll. It, thereioro^ a person is noiniuated for an 
appointment, his descriihive roll should he sent to the Po.- 5 imaster-Ueneral, 
in whose olfice it will be placed on recoid. 

467. Health, certificate. — The hrst appointunmt to a svhs tan live 
post in superior service is subject to the pioduction by the candidate of 
a health certificate, in the form prescribed by xlrticde 4U of the Civil 
Service Regulations, This certificate should be signed, in cases where the 
pajf of the appointment exceeds 3^50 a month, by a commissioned medi- 
cal officer or by a medical officer in charge of a civil station, in other 
cases, a certificate signed by any Government officer, even though he is 
not a medical man, may, subject to the approval of the Director-General, 
be accepted by the Deputy Comptroller concerned ; but in such cases the 
circumstances under which tlie certificate could not be signed by a com- 
missioned medical officer, or medical officer in charge of a civil station, 
should be explained on the reverse of the certificate. When a Superin- 
tendent or other officer who appoints a postman or village postman, has 
good reason to apprehend serious delay in procuring the health certificate 
of the selected candidate from a commissioned medical officer or from a 
medical officer in charge of a civil station, the certificate of an officer 
(not below the rank of a Hospital Assistant) in charge of a Government 
Local Board or Municipal Dispensary may be accepted. 

II. When a selected candidate for employment in the Post Office is 
sent up for medical examination, he should be supplied with a letter 
addressed to the medical officer, furnishing a brief description of him, 
mention being made of any special distinguishing mark (such as a scar) 
or other peculiarity by wffiich the medical officer may identify the indivi- 
dual to be examined. In the case of non-gazetted appointments, ilie 
medical officer should also be avsked to obtain on the medical certificate 
impressions of the candidate's left thumb and Ihe fingers of the left 
hand and tliese iinpressiouvs should he verified by the head of the office 
wilh those afterwards taken from the candidate in his service book. 

Note 1. — Health certificates are not required in the case of persons transferred from 
?iny other Government Department. 

Note 2. — No health certificate is necessary when an officer is promoted from inferior to 
superior service in the Dopaitment. 

Note 3. — Except with the approval of the Director-General, no person should be 
admitted to the Department, whether in a grade of superior or inferior service, whose age 
exceeds 25 voars, unless he is transferred from some other Government Department. If the 
health certificate shows that the candidate for employment is, in the opinion of the 
examining medical officer, over 25 years of age, the (ortificate should be submitted to the 
Director-General for orders before the man is employed. 
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" 468. Certificate of nationality. — ^Every person who is required 
to furnish a health certificate must also submit a certificate, signed by 
himself, of his nationality, i.e., whether he is a European, Eurasian, 
Asiatic, etc., and whether he is a ISTative of India"" or not. Certi- 
ficates of nationality are necessary only when the submission of health 
ceitificates is prescribed. The certificate of nationality must be written 
on the back of the health certificate, which should be submitted to the 
Circle Audit OJfice, attached to the salary bill in which the officer’s first 
pay is drawn. 

469. Rules to be observed in appointing probationers.— 

The following special rules should be observed in appointing paid and 
unpaid probationers and promoting them to permanent appointments. 
The rules may not be departed from without the special sanction of the 
Postmaster-General. 

Note 1. — In these rules the term “ division ’* includes any first class head offices in the 
districts comprised in the Superintendent's division. The Postmaster-General may, how- 
ever, permanently assign a paid probationer to any first class head office, and the paid 
probationer thus permanently assigned will not be available for acting appointments under 
rules (i) and (j) outside his own office. 

Note 2. — A paid probationer draws his own pay when acting for an extraneous agent 
©r other officer on less pay than his own. 

(a) The total number of paid and unpaid probationers in a division 

should ordinarily be enough to provide for vacancies due to 
men being absent on leave, and no additional man should be 
taken on because all or any of the probationers (paid or 
unpaid) are employed to fill acting vacancies. 

(b) Acting arrangements may be made in place of paid probationers 

on leave or on deputation. 

(c) Paid probationerships should be filled up by the Superin- 

tendent, Trhether the vacancy is in an independent or sub- 
ordinate office. The claims of all unpaid probationers in the 
division should be considered in the order of their seniority : 
see clause (Ji) below. If a first class head postmaster con- 
siders that the claims of any unpaid probationer in his office 
have been wrongly set aside, he may refer the matter to 
the Postmaster-General, his reference being made through 
the Superintendent, who will forward it with his own 
remarks. 

(d) Unpaid probationers will be appointed only according to the 

provisions of clauses (i) and (;) below, i.e., they will be 
appointed in the first instance only to a head office or to a 
sub-office with one or more clerks. 

(e) The distribution of unpaid probationers (when not acting in any 

appointment) will rest with the Superintendent, but ordi- 
narily they should be kept in the head offices or sub-offices 
with one or more clerks in which they were first appointed. 
An unpaid probationer may, however, be ordered to work in 
any head office, in a town sub-office, or in any sub-office 
which has one or more clerks attached to it. 
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(/) No probationer, wbetber paid or unpaid, has any absolute claina 
to a permanent clerkship oi sub or branch postmastership, 
and it at any time dining the period of probation {Le.y 
until coiifiriued as a < lerk or sub or branch postinubter) he 
shows liiinseU, by incapacity, idleness, negligence, or mis- 
conduct, or lor any other reason, io be unfit for permanent 
service in the D(‘paitment, he should at once be removed. 
When a paid or unpaid probationer is discharged, a memo- 
randum of th'‘ reasons for bis discharge should be recorded 
by the Superintendent in the former case and by the 
Superintendent or first cla'-s head posi master (as the case 
may be) in the latfer case, and a copy should be given to 
the jnobationor. 

(^f) When a permanent vacancy o<‘curs in a clerkship or sub or 
branch postmaster ship of not less pay than that of a paid 
probationer, the vacancy, when no competent clerk or sub 
or branch postmaster of lower grade is available, should be 
given to the senior qualified paid probationer in the division. 
If there is no paid probationer qualified for the appoint- 
ment, it should be given to the senior unpaid probationer in 
the division who is qualified by education and experience 
to hold it. If there is no qualified paid or unpaid proba- 
tioner in the division, the appointment should be given to 
an outsider (from any part ol tie country) who has passed 
the educational test prescribed by the Postmaster-General. 
Any probationer (paid or unpaid) who after six months’ 
probation is not considered fit to fill any vacancy that occurs 
in a low grade of clerkship or sub or branch postmaster- 
ship should be removed. 

(h) When a permanent vacancy occurs in a paid probationership, 
it should be given to the senior unpaid probationer in the 
division who is considered fit for permanent service in the 
Department. But if the unpaid probationer thus selected 
has not passed the educa+ional test prescribed by the Post- 
masfcor-General, the nomination must be submitted to the 
Postmaster-General for sanction, with a clear siatement of 
the nominee’s qualifications and educational attainments. 
Mere length of service will not be considered a reason for 
appointing sn unpaid probationer to be a paid probationer; 
on llie contrary, the fact tbnl a man has been very long an 
unpaid probationer will ordinarily be taken as evidence that 
he has not been considered fit for a permanent appointment. 
If there is no qualified unpaid probationer in the division, 
the paid probationership should be given to an outsider who 
has passed the educational test referred to above. 

(?) When an acting vacancy occurs in a head office or sub-oflSce 
with one or more clerks, the lowest post in the chain of 
promotion should be given to a paid probationer of the 
ojOS^ce if one is available; if there is no paid probationer 



20'8 


APPOINTMENTS. 


[Chap. 8* 


• ^ available in tbe office, tbe step should be given to the senior 

4 competent unpaid probationer in the office; if there is no 
competent unpaid piobationer in the office, the step should 
be given to a paid or unpaid probationer from some other 
office in the division, and only as a last resort should the 
step be given to an outsider. If the step is given to an 
outsider, he will, if competent, become an unpaid probationer 
on the termination of his acting appointment. 

{]) When an acting vacancy occurs in a sub or branch office to 
which no clerk is attached, the appointment should be given 
to another sub or branch postmaster or to a paid probationer 
of the division. In the former case the consequent vacancy 
should be given to a paid probationer of the division. If 
there is no such paid piobationer available, the vacancy 
should be given to a clerk of one of the head or sub offices, 
his place being filled by a paid probationer or, if there is none 
available, by an unpaid probationer. If there is no 
paid probationer or unpaid probationer available to fill* the 
head or sub office vacancy, consequent on the deputation 
of a cleik, an outsider should be employed, and on the 
termination of his acting appointment he will, if competent, 
become an unpaid probationer. 

(k) Nothing in the above rules regarding the claim of probationers 
to permanent or acting appointments is to be construed as 
barring the superior claims of competent men whose appoint- 
ments have been, or are about to be, abolished. 

(Z) Nothing in the above rules is intended to prevent suitable 
candidates from being allowed, under the orders of the 
Postmaster-General, to learn postal work, but no letter of 
appointment or authority should be given to any such 
candidate, and the postmaster is responsible that he is not 
entrusted with any office work, and that he is informed that 
permission to learn work gives him no claim to any appoint- 
ment. 

II. The Superintendent should keep a complete list of all paid and 
unpaid probationers in his division, including those attached to first 
class head offices, and should have full information as to their seniority^ 
merits, and qu.slifications. Whenever a first class head postmaster 
appoints an unpaid probationer, under clause (i) or (;), he should inform 
the Superintendent and give him full information regarding the quali- 
fications of the man appointed. If the Superintendent disapproves of 
the appointment, the postmaster should either cancel it or refer the 
matter to the Postmaster-General. 

III. The Superintendent should also keep a Hat of candidates whom 
he considers fit to bo probationers and who can be utilised in an emergency. 

470. Postmasters’ recommendations to be usually ac- 
cented. — As postmasters are responsible for the efficient working of 
their offices, it is advisable that their subordinates should be selected and 
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'appointed with their concurrence. In making appointment*^ and nomina-. 
lions to vacancies in post offices. Superintendents should therefore have 
due regard for the opinions and recommendations of postmasters. 

471. Enquiries regarding character.— Before appointing or 
nominating persons to vacancies in the Department, or employing persons 
as extra-departmental agents, careful enquiry mufst be made regarding 
their character and antecedents, and no one should be eiaployed in the 
Department who is unable to furnish satisfactoiy references. No person 
who has been dismissed for misconduct fiom anv Govennnent appointment 
or on whose aecount an a\\ard against the Po^t Office Guarantee Fund has 
been made may be employed. 

472. Provisional arrangements for filling up vacancies 

— Ordinarily, the sanction of the officer, who has authority to make the 
appointment, must be obtained before a nominee enters on ibe duties of 
the office to which he is nominated; but in cases of emergency, the 
officer submitting the nomination is authorised to make provisional 
aiiangeraonts for filling up the vacancy in anticipation of sanction. 

473. Arrangements for filling up vacancies caused by 
summonses to Courts of justice. — When a postal servant is sum- 
moned by a Court of justice (civil or criminal) as a witness in a matter 
relating to bis postal duties, arrangements may be made to fill up the 
place of the absentee during his absence at a cost not exceeding bis pay ; 
provided that it is certified in each case that the arrangement was required 
in the interests of the Department. The certificate which should he 
attached to the salary bill should be signed — 

[а) when ihe absentee is a postman or village postman, by the 

Superintendent; or, if the postman or village postman is 
attached to a head office not subordinate to tne Superin- 
tendent, by the postmaster ; 

(б) in all other cases, by the Head of ihe Circle. 

II. The remuneration given to any individual officer acting under 
this rule must not exceed the acting allowance which would be admissible 
to him if the arrangement were due to the absence of the witness on duty 
unoonnec^ted with liis own appointment. 

III. The absentee will continue to draw his pay. 

474. Natives of India. — Appointmenis in the Post Office 
are, wna coitam soecial exceptions, reserved for Natives of India/^ 
A ^'Nalive of India’’ is thus defined by the Government: ** Any 
person born and domiciled within the dominions of His Majesty 
in India, or williin the terrilories of Indian princes tributary to, or in 
alliance with, His Majesty, of parents habitually resident in India, and 
not established there for temporary purposes only.” In making appoint- 
ments Postmast ers-General, Presidency postmasters, Superintendents, and 
fiist class postmasters must strictly observe this rule. 

475. Security taken from postal servants.— The rules under 
which security will be taken from postal servants are contained in 
Appendix No. 12 in Volume V of the Manual, 
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476. Rules regarding the acceptance hy postal officials 
ol other employment under Government. — The following rules 
prescribed by the Government of India lay down the conditions under 
which officers employed under Government may seek or obtain other 
employment under Government : — 

1. — No head of an office should employ, either temporarily or per- 

manently, an officer belonging to another establishment, 
without the previous consent of the officer on whose establish- 
ment he is at the time borne. In cases in which, for reasons 
which may appear satisfactory to the new employer, such 
consent cannot be obtained before the officer joins his new 
appointment, his employment may be made conditional on 
consent being obtained in due course, 

2. — It shall be incumbent upon an officer employed under Govern. 

ment, whether on leave or not, before accepting other em- 
ployment, either to resign his previous appointment, or to 
obtain the consent of his departmental superior to his 
accepting such employment. If such consent is not obtained, 
either previously or, when this is not possible, in due course, 
the officer renders himself liable to be discharged from his 
previous appointment, and thus to lose the benefit of his 
previous service for pension. 

II, There is nothing in these rules to prevent an officer on one 
establishment seeking employment on another. An officer is not placed 
under any disability by resigning one appointment to take up another; 
but it must be held to be a breach of discipline if an officer actually 
transfer his services to a new employer without first obtaining the consent 
of his old employer, or definitely resigning his old employment. 

III. No postal official is allowed to hold, in addition to his appoint- 
ment in the Post Office, an appointment (such as a pound-keeper) in 
another Government Department, without the written permission of the 
Postmaster-General. 

477. Employment of extra-departmental agents.— School- 
masters, shop-keepers, retired servants of Government, local residents and 
others unconnected with the Post Office may be appointed as extra-depart- 
mental agents in charge of branch offices, but a schoolmaster should 
not be employed without first obtaining the consent of his superior officer. 

II. Under no circumstances may a police officer be employed as an 
extra-departmental agent. 

Note. — ^A n extr«i-departmental agent necessarily means a person who has sources of 
income other than postal allowances. 

478. Speculation prohibited.— All servants of Government are 
required to abstain from speculation, whether in money, securities, or 
goods. If a postal official engages in speculation of any kind to such an 
extent as to attract public notice and unfavourable remarks, or so that 
his integrity or his application to his public duties is discussed and 
doubted, he is liable to be transferred, suspended, or removed from his 
appointment, as the circumstances of the case may render expedient. 
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II. Officers of every class and rank in ike public service arc also 
required to abstain from any invcbimont ftbough of itseJi uuobjf*( i ionable) 
^liicli iuierests iheni privately in allaiis or nndeit.iking'^ oi iiio k^jid wiln 
%diicL ilndr public duly is connected. 

479. Proliibition against trading and other private 
occupations. — Xo postal oilicial is all(jv\ed to tuigage in any trade or 
profession vitbout tlie written perniNsion oi the Jk>atiuastei-Oenera]. 

Notl. — T t ifa in^'umhciit on the Postma..tei to \ poc^ihlo;, that 

his suboidaif)ti.‘j do nr)t <ipph .’ny noilion <>t th v tiiii** <t t<l ^Ull< h oadit to fo<j 

devoted to thta publu dutuo to the ui i nded <iiid tbit iooc^er oi 

moie iio'jHeiit it ut'* oi ih tmo ilkjri \ onJd othti be 4Uiii ^ le not poiinitted on that 
account. 


Transfers. 

480. Poivers of a Postmaster-General to transfer.— A 
Postiuasicd-Gencral has authority to transfer any ofiicer in his circle 
fiojii cue ajipoinlmeut to another. He may, also, depute an;^ of his 
subdidiua1t‘s within his circle, provided that no extra charge lor pay or 
acting allo^^ance is involved. 

II. All i]‘ansfors, changes oi head-quartei’S, and deputations oi 
gazotied ollicors should be communicated to the Comptroller whtn the 
orders are issued. 

III. All transfers and cJiangos oi hoad-quariers of officers whose pa\ 
is not less lliun 3i2()t) should be notified to the Hirecioi-Grencial iu tle^ 
list oi such officers sent to him quaxderly, and the changes of ht^ad- 
quarlers diould be noled in the corrected (>uai*t( rhi Li^t vseai (jntnleil\ by 
the Inspetloi-deiieral, Railway Mail Service and Sorting, to the llirecdoi- 
Geneial. 

481. Powers of a Superintendent and first class post- 
master to tl^ansfer. — A Superintendent has authority to transfer from 
one office to another in his division any official whom ho has power to 
appoint ; but before transferring a village postman to or from a first class 
head office, or a town, sub or branch office under a first class postmaster^s 
supervision, the postmaster should be consulted. 

II. A postmaster of the first class is authorised to transfer from his 
office to any tow^h, sul) or branch oflBce placed under his supervision, or 
vice vf nd, any subordinate whom he has power to appoint. 

III. Signallers in combined officevS may in no case be transferred 
without the sanction of the Postmaster-General, unless the Superintendent 
or first class postmaster is expressly empowered by the Postmaster-General 
to make such transfers independently. All such transfers must be 
reported at once to the Postmaster-General. 

482. Powers of an Inspector to transfer.— An Inspector has 

authority to transfer from one office to another in his suh-division any 
official whom he has power to appoint, subject in all cases to the approval 
of the Superintendent, It will rest with the Postmaster-General to decide 
whether the Superintendent’s approval must be obtained before the orders 
of transfer are passed. ^ 
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483. Conditions regulating transfers. — All postal officials 
are liable to be transferred to any part of India, Transfers should not, 
however, be ordered except when advisable in the interest of the public 
service ; but when a tiansfer is ordered for other reasons than the pub- 
lic convenience, a copy of the order of transfer should be sent to the 
Deputy Comptroller of the Circle of Audit to which the officer is trans- 
ferred. Postmen and village postmen should not, except for very special 
reasons, be transferred from one district to another. If an official de- 
clines to obey an order transferring him, his services should be dispensed 
with. 

II. The orders of transfer must in each case specify in detail how the 
transfer is to be carried out, i.c., to or from whom and under what 
circumstances each official concerned will make or take over charge, and 
whether charge is to be relinquished or assumed on a specified date or as 
each official is relieved. Charge must always be made and taken over at 
the head-quarters of the relieved official unless some other station is 
specified in the orders of transfer. In special cases the Postmaster- 
General may authorise two officers to exchange charge by telegraph'. As 
a general rule, when two Superintendents are to exchange divisions, the 
Superintendent to be first relieved should be ordered to make over charge 
to one of his Inspectors, or to a postmaster, or to the Superintendent of 
an adjoining division, who will hold charge temporarily of both divisions 
until relieved. 

III. In cases where an officer is relieved of a charge without making 
it over to any one, he should sign the charge report alone as having 
relinquished charge, altering the entries to suit the requirements of the 
case. In cases where an officer takes over charge of an appointment 
which is not held by another officer, he should sign the charge report 
alone as having assumed charge, altering the entries to suit the require- 
ments of the case. 

Note. — A Government medical officer is prohibited, under the rules of his department, 
for recommending that an official be transferred from, or that he be excused from pro- 
ceeding to, a particular station on the score of health : nor is he at liberty to offer an 
opinion as to the nature of the duties or the place of employment of an official, unless 
requested to do so by the official’s superior. 

484. Transfers to fill temporary vacancies. — Transfers of 
officials to fill up temporary vacancies should be avoided whenever practi- 
cable, local arrangements being made to fill up such vacancies. Where 
the sanction of a superior authority has to be obtained to a temporary 
appointment which it is proposed to fill by bringing in an officer from a 
distance, the reason for not making a local arrangemeiit; snould be clearly 
explained. If local arrangement is impracticable, the official transferred 
should be selected from the nearest possible localities, and long chains of 
transfers should in no case be made. 

485. Advances to officials under orders of transfer.— An 

advance of pay may be granted by the Postmaster-General to any officer 
who is under orders of transfer up to an amount not exceeding one 
month’s pay, and also not exceeding the amount of expenditure which ho 
is likely to incur bv reason of his transfer, or up to an amount not 
exceeding the travelling allowance to which he may be entitled under 
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the luies in conbcqacuce ot the 1^an'^h^r, when this excoecK one inoBlh’s* 
pay. An application lor an advance under this inle should he submitted 
thiough the proper channel. The Postmaster-Generars older -aneiion- 
iiig the advance will specily the head odice under the jurisdiction ol \\ Inch 
ih<‘ officer is transferred, »and a copy of the order w'ill lie sent direct to the 
postmaster concerned. 

Note. — Such pdvan^os in'jy aho be Planted, und«v the same <mirbtjVn^» by Supctiu 
tendents and fii&t poi ImafcteiR to ofliccib whom they aie to ttaiiFiei. 

486. Travelling allowance of non-gazetted postal officers 
transferred to distant stations. — A non-gazeited postal oilicer 
whoso salary aP(T transfer dues not exceed IMOO a month, is entitled to 
travelling allowance at special I'ates under Article 1098 of the i'lcd 
Sprnre Regvlation^^, ]>roTided that the transfer is to a station more than 
200 miles dislanl by the oidinury route, and is made lot <) period exceeding 
thr<^o months. 

IL Evtuy officer proposing to draw travelling nllownnce under ibis 
rule ^should, heioie presenting his claim, submit tlnough the projan 
channel to the Head of the rhcle a detailed statement evphinnioiy of the 
chai tres incurred upon it. The Head of the Circle, after satisfying himself 
of the reasonableness of and the necessity for the charges, will sign u 
wTitten order (wdiich should be attached to the travelling allow^anice bill) 
passing them to that extent. N“o unnecessary or excessive charges should 
be allowed under this rule. 

487. Charge reports of officers who prepare their owe 
salary bills. — In the case of officers who prepare their own salnry bills, 
everv transfer or assumption of charge must he reported by post on the 
same day by sending a copy of the charge report, in tlie prescribed form, 
to— ’ 


(a) the officer’s immediate superior; 

(b) the Deputy Comptroller, Post Office, conccined; 

(c) the head office from which the officer last drew pay. 

A ( opj’' of the charge rej)urt should also be sent to the Comptroller, Post 
Office, in the case of Assistant Superintendonb ot the Pailway 
Mail Service, Superintendents of post offices and the Railway Mail Service 
and officers of higher rank. Inspectors who are subordinate to Superin- 
tendents should also report every transfer or assumiition of charge to the 
Postmaster-General . 

II. In every case in wffiicli the departure of an officer on transfer 
renders it necessary for him to provide himself with a last-pay certificate, 
the head postmaster will, on receiving a copy of the (diarge it^port, 
prepare and issue the prescril)ed last-pay certificate unless the rules require 
such certificate to he granted by the Audit Office. 

488. Charge reports of noE-gazetted officers whose pay 
is drawn on establishment pay-bills.— In the case of non-gazetted 
officers in superior service whose pay is drawn on post office establishment 
pay-bills, every transfer or assumption of charge must be reported by 
post on the same day, in the prescribed form of charge report, to the 



APPOINTMENTS, 


[Chap. 8* 


m . 


Superintendent^ or, in the case of postmasters who are not subordinate 
to the Superintendent, to the Postmasfcer-GreneraL Postmasters of head 
oflB.ces who are subordinate to the Superintendent must also report every 
transfer or assumption of charge to the Postmaster-General. A copy of 
the charge report showing the date of making over charge should be sent 
to the postmaster by whom the relieved officer’s pay was last drawn, and 
in the case of an officer posted to a new appointment or to a vacant charge, 
a copy of the charge report showing the date of assumption of charge 
should be forwarded to the postmaster by whom his pay will be drawn 
for the first time in his new appointment. In every case a copy 
of the charge report should be sent to the postmaster of the head office 
ill whose custody the service book or service roll of the officers concert' ed 
is kept. 

II. In every case referred to in this rule, each relie v'ed and relieving 
officer should retain a copy of each charge report concerning himself, to 
be attached as vouchers to his memorandum of travelling allowance. All 
the copies of the charge report should be signed by both the relieved and 
relieving officers. 

Note 1. — ^When the charge to be relinquished or taken over is not in a head office, 
a sufficient number of blank charge report forms should be sent with the orders of transfer 
or appointment to both the relieved and relieving officials. 

Note 2. — ^When an overseer who is required to convey or escort cash is transferred or 
newly appointed, notice should be given by the Superintendent to the central office oi the 
beat and all the offices which are served by the overseer ; and if the overseer is a new man, 
or is not known to any particular postmaster, or sub or branch postmaster, the notice 
should, when necessary, contain a sufficient description of the overseer to prevent the 
possibility of personation. 

489. Accounts to Ibe brought up to date by relieved 
OflOlcer. — When the charge of a post office, or of a department of a post 
office, is transferred from one officer to another, all the accounts should 
be brought up to date and signed by the relieved officer, who will be 
responsible for their correctness. Pull particulars of sums expended 
from the permanent advance for contingencies, of the advances made and 
the undisbursed salaries and miscellaneous sums in deposit, should be 
furnished in writing to the relieving postmaster, to whom an explanation 
of the steps already taken, or still to be taken, to adjust each item should 
likewise he given. 

II. Before signing the charge report, the relieving postmaster must 
verify tho balances of the several books and accounts of the office, check 
the entries in the register of security bonds with the bonds in custody, 
and see whether all the officials required to give security have done so, 
reporting to the Superintendent cases in which security has not been 
furnished. 

III. This rule applies also to other officers who have to account for 
public money, e,g,, Superintendents of mails, head clerk, record branch, 
Superintendent’s office, etc. 

Note. — ^W hea charge of a sub-office or of a branch office authorised to transact 
savings bank business is transferred from one officer to another, the account Nos. of all 
pass-books in deposit and the total number of these pass-books (in words) should be entered 
m the sub-office s. b. journal or branch office journal, as the case may be, the entries being 
attested by the signatures of both the relieved and relieving officers. 
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490* Joining time and transit pay. — Joining tinie, i.e., ihe' 
time allowed for joining tlie appomtment to wliicli an olficer is transfeiTOfU 
and transit pay, i.f., the pay to which he is entitled for the period 
occupied in joining his new appointment, are governed by the piovisions 
of Chapter IX of the Civil Service Regulations. 


SerTice books and service rolls. 

491. Ofiftcials required to keep service books and service 
rolls. — A service book or a service roll (in the prescribed form) is reqnir(*d 
to be kept in resp^ict of every non-gazetied olHcer (superior or inferior) 
holding a suhstanlive appointment on the permajient or periodical 
establishment of the Post Office (except Probationary and Assistant 
Superintendents, extra-departmental agents, runners, boatimm, and 
coolies) in which every step in his oflicial life should be recorded in English. 
Service hooks are maintained in respect of non-gazetted oliicers in superior 
service other than postmen and village postmen, and service rolls in 
respect of postmen, village postmen, and inferior vservants (including 
boy-messengers). Probationary and Assistant Superintendents, though 
not gazetted officers, are exempt from keeping service books, their service 
being included in the History of the service of gazetted and other officers 
of the Post Office. Tlie services of extra-de])artmental agents, runners, 
boatmen, and coolies are nol recorded in either vServicc books or service 
rolls. 

Explanation. — A s<‘hcclule of appointments in the Olfne vhkh are notified in 
the Gazt>ttf> o/ huUa is ctivoii nt the end of this chciptei. MoU"C;azettf‘d oirners are those 
whose appointments are not included in the schedule. 

II. When an official in respect of vhom a service roll is maintained is 
promoted to an appointment requiring a service book to be kept, he should 
be supplied with the latter at his own cost [see neH ride), the following 
remark being made in the book as the opening entry across the second 
and third pages Eor previous service, see service roll attached,** and 
thereafter his service should be recorded in the service book. The service 
roll should be neatly folded to size (but in such a way as to pemiit of its 
being opened out for reference) and securely pasted or stitched to the 
service book between the front wrapper and first page. 

492. Supply of service books and service rolls.— Every 
officer required to Iceep a service book w’ill, on his fiirst appointment, be 
supplied with one at his own cost. The book will be purchased from the 
local treasury by the officer making the appointment on payment of its 
price in advance by the officer for whom it is required. An officer's service 
book may be given up to him if he resigns or is discharged without fault, 
au entry being first made therein to that effect. 

II. Service rolls are provided by the Post Office and are obtainable on 
indent in the same way as other departmental forms by officers empowered 
to appoint the officials in respect of whom service rolls are prescribed 
to be kept. 

498. Custody of service books and service roils.— The 
service book or service roll of an official must be kept in the custody of 
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the head of the office in which he is serving. For the purposes of these 
rules the head of the office is — 

{a) the Director-General (or other duly authorised gazetted officer 
of the Direction) — in respect of officials employed in the 
office of the Director-General ; 

(5) the Head of a Circle or one of his Person ''I Assistants, author- 
ised by him — in respect of Inspectors of post offices and of 
officials employed in the office of the Head of the Circle, 
including the Dead Letter Office, Stock Depot, Postal Press, 
and any other head-quarters offices ; 

(c) the Superintendent, Aligarh Workshop and Press — in respect 

of his establishments ; 

(d) the head postmaster — in respect of all the postal establishment 

(including the office establishment of the Superintendent 
of post offices) within the jurisdiction of the head office. 

II. If the head of an office is a non-gazetted officer, his own service 
book should also be kept in the office, but as part of the records of the 
office, and not in his personal custody. 

III. The service book of an official appointed permanently to gazetted 
rank, or to be a Probationary Superintendent or Assistant Superintendent, 
should be completed up to the date of such appointment and sent for 
custody to the Audit Office, where it will remain so long as the official 
holds a gazetted appointment, or is a Probationary or Assistant Superin- 
tendent. Should such an official be subsequently transferred to an 
appointment in which he is required to keep a service book, the Audit 
Office will, on receipt of a request io that effect from the official concerned, 
or his immediate superior, send his service book to the Head of the Circle 
concerned, who will forward it for custody to the head of the office as 
defined in this rule. The service book of an official who is only officiating 
in a gazetted appointment, or as a Probationary or Assistant Superin- 
tendent, should be kept by the head of the office to which the official 
permanently belongs. 

Note. — For R, M. S, officeis’ service books see rule 1016 of Volume IV of the Manual. 

494. Manner of keeping and forwarding service books 
and service rolls —The head of the office is required to maintain an 
alphabetical index, in the following form, to the service books and service 
rolls in his custody and is responsible that the index is kept corrected up 
to date : — 


Name of official. 


Whether service 
book or service 
roll. {In this col- 
lewn enttr B for 
servift hook and R 
for service roll.) 


Remarks — ^ showing, 
books aud service 
longer in the office, 
disposed of. 


, as regards service 
rolls which are no 
how they have been 


A sufficient number of pages of the index should he assigned to each letter 
of the alphabet and the names should be entered in accordance with the 
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initial letter of tJbe surname in the case of Europeans and Eula^ians autf 
of the persona] name in the case of natives. 

II. The service books should be kept in the order in vhich the names 
of the owners occur in the establishment salary bill, and the service rolLs 
in the order in which the names of the ovners (»ccur in the lat(‘&t ac |uit- 
tance rolls. The books and rolls, respectively, should be separatelj' 
bundled and tied up bet'v^een stronipp Ijoards, and when no1 in use tht*y 
should be kept in the office safe, or where two safes are provided, in the 
reserve safe. 

III. If the owmor of a sc*rvi(*e Imok Oi' loll is Iraiisjerred 

(permanently or teiiiporaril vj fioiu Ihe juii^-diclion ot ore^ lu^td oi an office 
to that of another head of an olhcc. Ihe lonmu* should ioiward to the 
latter the transferred ()fii(‘ial\ ))ook or ridl altei making the necessary 
entrii^s in ii ; «nid ihe head oi the office receivintr ihe l)Ofdv or roll should 
send an acknowledgment of its receipt to the hcsid of the olfi(*e from w^hom 
it w'as received. 

iV. Service hooks and service rolls must always bo kept unfolded; and 
whenever it is necessary to send a book or roll by post it should be 
forwarded unfolded between stilt boards large enough to ]»rolect tire 
conl<mts and be despatched under registered cover. In evtuy case in 
which a service hook or servdeo roll is sent out of, the ofiice, a note should 
be recorded in the index — in pencil if the book or roll is to be returned to 
the office; otherwise in ink — showing why and to w’hom it has been 
forw’arded with a reference to the No. and date of the registered cover 
under wdiich it w'as despatched. 

495. Descriptive particulars of newly-appoiuted oflSicers. 

— When an officer is first appointed to a substantive post which rcquiris 
a service book or service roll to be kept on his behalf, the necessary book 
or roll as the case may be, should be opened by the officer making the 
appointment who should fill in and contemporaneously attest the 
descriptive particulars on the first page. The particulars must }>e fun 
nished from his personal knowdedge of the newly-appointed officer at the 
time of appointment, if possible; otherwise they should be obtained 
thiough some other postal officer named by the officer making the appoint- 
mont, the service book or service roll being sent to him for the purpose. 
The book or roll should then (if necessary) be forwarded for custody 
to this head of the office concerned. 

II. In cases in wdiich the descriptive particulars are not supplied from 
the personal knowledge of the officer making the appointment, he should, 
when he first meets the newdy-appointod officer in the course of his tours 
or inspeclions, make a note of those particulars with a view’- to verifying 
and attesting, at the earliest opportunity, the entries already made in the 
officer’s service book or service roll. 

Note 1. — The ** Personal marks for identification ” recorded on the first page of m 
officer's faervice book or service roll should include an inipiession of the ball of his left- 
thumb : this should be taken in the manner described in rule 499. 

Note 2. — Entries of date of biith should be written in words as well as in figures. 

496. Attestation ol service books and servloe rons.— 

Every entry in an officer’s service book or service roll relating to leave. 
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transfer, promotion, degradation or dismissal must be contemporaneously 
attested by tbe bead of the office with his signature and the date. If the 
officer is himself the head of the office, — e.g., a non-gazetted head post- 
master, — the attestation must be made hy his immediate superior. 

II. Leave of every description (except casual leave), every period of 
suspension from duty,, and every other interruption in service should be 
recorded in the service book or service roll, with full details of its duration, 
entries of interruptions in service (other than leave for which special 
columns are provided) should be written across the page and all such 
entries, as well as those relating to leave, should be attested after the 
expiry of the leave or interruption. 

III. The head of the office is personally responsible that the service 
books and service rolls in his custody are punctually and correctly written 
up. He must every month verify the accuracy and completeness of the 
entries in each book and roll by reference to the orders, charge reports, 
last-pay certificates and acquittance rolls and see that for every change as 
shown in the acquittance rolls the necessary orders, charge reports, and 
last-pay certificates (if required) have been received by him. The 
Superintendent, when verifying the balances of a head office, will examine 
the service books and check and verify the entries in service rolls; and 
any irregularities reported to the Postmaster-General will be severely 
noticed. 

IV. Entries in a service book or service roll that have once been 
attested or verified may not on any account be altered without the Post- 
master- GeneraFs orders. Deliberate entry of age or date of birth made 
in a service book or service roll is not open to subsequent alteration. If 
in any case the year of birth only has been entered, the 1st July shall be 
assumed to be the date of birth for all official purposes ; and when the year 
and month of birth are given but not the precise date, the 16th of the 
month shall be assumed to be the date of birth. When once this assump- 
tion has been made, the date may not be altered, except with the sanction 
of the DirectorGeneral. This does not, however, prevent the alteration 
of age as entered in a service book or service roll for the purposes of the 
Postal Life Insurance system should such alteration be found necessary 
after the special inquiry provided for in the Life Insurance rules. 

V. If the owner of a service book or service roll is dismissed, the head 
of the office should write across each page on which there are entries a 
note stating the fact of the dismissal and when and under what circum- 
stances the officer was dismissed : this should be done before the order 
of dismissal takes effect. When the dismissal is accompanied by an award 
against the Departmental Guarantee Fund, the service book or service 
roll should be sent to the Deputy Comptroller, Post Office, for record in 
his office ; and in any other case the book or roll should be filed, with the 
record of the case, by the officer who ordered the dismissal. 

VI. When the owner of a service book or service roll dies, or resigns 
or is discharged without fault, the date of his death, resignation or dis- 
charge (as the case may be) should be entered in his book or roll. The 
book or roll should be preserved in the custody of the head of the office 
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for five years and then be destroyed. In the case of a service book, sliould 
tliis be applied for in tbe int^ci^al by the owner or, in the event of the 
owner being dead, by any relative or representative of his, the l)ook may 
be made over to the applicant on the oider ol the Head ol the Circle or 
of the Siiperintend(mt in the case ol an ofiiccr subordinate to him and 
whose pay ^hen last in service did not excised a month. 

Note,— -P ei sonal ceitificates of cLaactei conitain**u;r the opiiitoui^ of the wiiter may not 
be enteied in the book in colnnin 12, but itn;! Ik on tUe blank pa^^ei- juu- 

vided for Te&tmioniah at the end of the book. Wiun, hov k vt i, au oih<ei lo ledmed 
t'l a lower substantive appoints cut, the r luw* ol tne ipdiKt.on should alwaj*- be biiefly 
stated, thus : — “ KediRed toi ineiiKian< “ Peduofl oMini, to i< vision of obuiblishment/’ 
etc. 

497. Inspection of service books by their owners.— It is 

the duty of every owner ol a service book to se(' that his l)Ook is properly 
kept up and that all entries in it are duly attest ocl. In view" of this he 
should be allowed lo inspect his own service ]>ook whenever he desiies 
and he should be requked to inspect it at least once a year. In token that 
all eniiies ns regards leave taken and other changes that have occurred 
during the period that has elapsed since the owner last inspected his 
service liook have been correctly recorded, he should, every time that the 
book is sent to him for inspection, affix his signature and enter the date 
(1) in the column provided for the purpose (column 7) against each new 
entry that may have been made in the preceding coluiuns and (2) on the 
blank page at the end ol the book. For convenience of examination, each 
such entry on the blank page should' be neatly made beneath the previous 
entry until a column of entries is complete when another column should 
be commenced. The entries should begin at tlu‘ left-hand top eornei' of 
the blank page, 

II. Once a year — in the month of January — the head of the oflice 
should (’‘xamiiie ihe s^uvice books iu liis custody, and it any of them haA^e 
not been inspected by the owmers during the preceding twelve months, he 
should send them to the oflicers concerned for inspection, 

498. Re-attestation of descriptive particulars in service 
books. — The descriptiA"e particulars on the first page of an oflScer’s 
service hook should be re-attested every five years by the supervising 
ofHcer or first class head postmaster to w^hoiu the officer is immediately 
subordinate. The re-attestation wshould be carried out by the Superin- 
tendent of the office of the Postmaster-General in the ease of the officials 
serving in that office, the Dead Letter Office and stock depot, by the 
Superintendent in the case of Inspectors and non-gazetted head post- 
masters, and by the Inspector in the case of officials serving in sub-offices 
which are inspected by the Inspector, and of all the branch povstmasters 
and overseers in his sub-division. 

n. The Superintendent, when examining the service books in a head 
office in the course of verifying the balances of the office, should make a 
note of such books as are "to be re-attested either by himself or by the 
Inspecior, and a little before the date on which he proposes next to visit 
any office or offices at which officers whose service books require to be 
re-attested are employed, he should direct the head powstmasier to send 
him the books concerned. The Inspector should be instructed to apply 
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'to the head postmaster in a similar manner for the service books that are 
to be re-attested by him. 

Note. — Officers when re-attesting the descriptive particulars in service books under 
the above rule should write in words the entries relating to dates of birth in cases in which 
this has not been done. 

Thumb and finger impressions. 

499. Instructions for obtaining thumb and finger im- 
pressions. — When tbe tbumb and finger impressions of an official are 
required on any document, the officer in whose presence the impressions 
are taken should enter his name and designation below the impressions 
as well as the date on which they are taken. In taking thumb and 
finger impressions, printer’s ink (which is supplied for use with metal 
stamps) should be used with the special pad provided for the purpose, 
and the following instructions should be observed: — 

All grease and dirt should first be carefully removed from the ball 
of the left-thumb and all the fingers of the left hand. They 
should then be wiped dry. The thumb should then be laid 
on the inked pad and very lightly rolled from left to right 
until it is sufficiently inked. It should then be very lightly 
rolled on the document on which an impression is required. 
The thumb should be fairly laid on the paper and a com- 
plete impression obtained by rolling it once from left to 
right. This process should be repeated with each of the 
fingers in turn until impressions of all have been obtained. 
It should be recollected that if the thumb or any of the 
fingers is rubbed or allowed to slip either on the pad or 
paper, a good impression cannot be secured. It is always 
advisable to take one or two experimental impressions on 
waste paper before finally making impressions on any 
document. 


Schedule of appointments in the Posf Office notified in 
the Gazette of India, 


By the Government of India. 

Director-General. 1 Postmasters-General. 


By the Director-General. 


* Assistant Directors-General. 

* Deputy Postmasters-General {including 

Inspectors- General, Railway Mail Ser- 
vice and Sorting). 

* Presidency postmasters. 

Superintendents of post offices and Super- 
intendents of the Railway Mail Service. 


Postmasters, deputy postmasters, and assist- 
ant postmasters in the grades not lower 
than that of R200 — 300. 

Superintendent, Postal Workshop anc 
Press, Aligarh. 


* Whenever an officer is appointed for the first time to hold substantively, or to 
officiate in, one of these classes of appointments; and whenever an officer holding one of 
these appointments is promoted in supersession of another oflicer, the notification is made 
by the Government of India. 
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JDist of ministerial, non-minister ial and menial officers * — 
Vide Articles J90 and 1094: of the ** Civil Service 
Regulations,^* 


I. — AdMINISTHATIVI] OrFlCERS OR OrnCERi WliO ARE NOT MINISTERIAL. 


Chief officers. 

Superintendents of post offices and Bailway 
Mail Service. 

Assistant Superintendents. 

Inspectors. 

Postmasters, including deputy, assistant, 
sub and branch postmasteis and managers, 
^loney Order and S<ivings Bank Depart- 
nients, Bombay .md Madras General Post 
Offices. 


As.sist4>.nt Superintendent, Aligarh Postal 
Pres. . 

Supeiiiitondents of stables. 

Assiht.uit mail officers, P»ombay-Aden sea 
post office. 

0\er' eers, 

Po.^tmon and village postmen. 


II, — ^U^IlNlSTERIAL OFFICERS. 

Superintendent of the office of the Diiector- ment, Bombay General Post Office, and 
Gencial. assistant manageis, Savings Bank Depart- 

Superintendents of the offices of Post- 1 ments, Bombay and Calcutta General Post 
masters-Goneial. Offices. 

Head Assistants of the offices of Inspectors- • Treasurers, assistant treasurers, and account- 
General, Bailway Mail Service and I ants. 

Sorting. 1 Signallers. 

Manageis of Dead Letter Offices and Stock i Soiters. 

Depots. Workmen employed in printing establish 

Cleiks, if in superior service, including as- i nmnts, if in superior service, 
sistant manager, Money Order Depart- IMail guards. 

III. — Menial officers. 


Jemadars. 

Office peons. 

Mail peons. 

Lettei-bux ^eons. 

Mesfengers in combined offices. 
Packers. 

Stampers. 

Runners. 

Van peons. 

Carpenters. 


I Weighmen. 
j Ooa ‘hmen. 

I Dai’taries. 

} Pi ess servants. 

Chaukidars. 

B his ties. 

Fa rashes. 

Coolies. 

Swt^epers. 

Other officers in inferior service. 
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CHAPTER 9. 

Leave, pensions and gratuities. 

Leave. 

500. Leave rules. — The Civil Service RegulaUons^ Parts III and 
IX, coatain the rules under which lea re may l)e granted to postal officers. 
Officers authorised to giant leave must make theiii'jcdws accpiaiTittd with 
the rules so as to be aide to dispose coireetly ot applications for leave 
submitted by tlieir sulioidinates, and they will be lesponsible that any 
leave granted is in strict accordance with the rules. 

501. Application of rules to oflicials drawing less than 
Rs.,100. — The rules relating to the grant of short leave in chapter XII 
of the Civil Service EegulaiioTin apply fully to all officers m superior 
service including postmen and village postmen but those relating to the 
grant of long leave in chapter XIV apply fully only to officers whose 
pay is not loss than ItlOO a moiitli. Le«ive may, however, be granted 
under the rules in chapter XIV to an officer, whether in superior or 
inferior service, whose pay is less than RIOO a month, so far as it can he 
done without imposing any extra cost upon the Slate but the leave allow- 
ance of the substantive incumbent mmst not exceed w’hat remains from the 
pay of the appointment, after provision is made for the efficient discharge 
of his duties during his absence. 

502. Acting and leave allowances. — The acting allow^ances 
wliich may be drawm by an officer officiating in an appointment are 
governed by the rules in Part II of the Civil Service Regulations: and the 
leave alloAvance of an officer on leave arc governed by the rules in Parts 
III and IX. 

503. Employment while on leave ixnder private em- 
ployer. — As leave is intended as a period of recreation and rest and is 
granted to an officer for the purpose of recruiting his health, it follows 
that taking up employment during leave is nol permissible, save in ex- 
ceptional circumstances and with special wsanction. It has accordingly 
been ruled that a gazetted officer who is in receipl: of furlough or leave 
allowances may not, wdthout the special orders of the Government of 
India, take service under another employer in this country, and no such 
officer w’hosc services have been lent to any other employer in India can 
take leave or obtain leave allowances from Government or from the em- 
ployer to whom his services have been lent, unless he actually quits his 
employment for the period of such leave. In the case, however, of a 
non-gazetted officer the special permission of the otPeer wdio has power 
to sanction the leave may be accepted as sufficient authority. 

II. The above orders refer to the acceptance of employment of a 
private or casual nature and do not apply to the acceptance by officers,, 

fj 
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.while on leave, of employment of the kind for which the Foreign Service 
Hules in Part VII of the Civil Service Regulations provide. An officer 
who, during leave, takes up an appointment which is such as should for 
public reasons and not merely in his own interests be filled by a servant 
of Government, must be transferred thereto in the regular way by the 
authority empowered to authorise his transfer under the rules regulating 
transfers to Foreign Service. From the date on which he takes up the 
appointment he ceases to be on leave and is no longer entitled to draw 
leave allowances from Government and becomes an officer in active service 
drawing from his employer pay fixed in accordance with rule. 

504. Leave allowances. — ^Leave allowances are payable in India 
after the end of each calendar month; but when an officer on privilege 
leave (not combined with other leave) does not return to duty on the expiry 
of such leave, the leave allowances drawn by him should be refunded 
except in the case of death. 

II. An officer who prepares his own salary bills may, while on 
privilege leave or long leave in India, draw his leave allowances from any 
head office which he may select, but in certain cases {see rule Hi of Ap- 
pendix No. 14 in Volume V of the Manual) a last-pay certificate must 
be obtained from the Comptroller, and attached to the salary bill pre- 
sented for the first time for payment at the new paying office. 

III. An officer who prepares his own salary bills while on long leave 
out of India may, at his option, take payment of his leave allowances at 
the Home Treasury of the Government of India, or if he proceeds to any 
colony named in the list in Appendix 15 of the Civil Service Regulations, 
in such colony; or subject to the provisions of Article 864 of the Civil 
Service Regulations and the Note thereto, he may draw his leave allow- 
ances in India either at the head office at his old station or at the head 
office at the head-quarters of the province or capital town of the presidency 
in which he were employed, but if the head office at which the officer's 
salary was payable is changed, a last-pay certificate must be obtained 
from the Comptroller and attached to the first salary bill presented at the 
new paying office. The preparation of more than one salary bill by the 
same officer for the same month should be avoided as far as possible. 

IV. In the case of a non-gazetted officer whose pay is drawn on 
establishment bills, his leave allowances, when drawn in India, must in 
all cases be drawn from the office from which his salary is payable when 
he is on duty. Such an officer when on long leave out of India may, at his 
option, take payment of his leave allowances at the Home Treasury of the 
Government of India or in a colony in the same way as an officer who 
prepares his own salary bill. 

Note 1. — See the Note to rule 7 and rule 8 oi Appendix in Volume V of the 
Manual. 

Note 2. — See rule 484. 

505. Reference allowed to Audit Office.— In any case of 
doubt respecting an applicant’s title to leave, or the amount of his allow- 
ances, reference may be made to the Deputy Comptroller of the Circle 
Audit Office in the case of officers in superior service, except postmen or 
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•village postiiacii. 'With respect to the latter, reference may be made to 
the head office in which their service rolls are kept. 

II. Tlie leave applications of gazetted ofiicers arc in all cases sent to 
the Director-General through the I)o]mty Oomptrolh^r of the Cirde Audit 
Office, who is required to certify whether the applicant is entitled to the 
leave. 

506, Powers of Oflacers to grant leave. — In all cases in which 
an officer is authorised to appoint he is also competent to grant leave, 

TI. Superintendents, and all first class postniabtors are also authorised 
to grant privilege leave (when not combined vvith any other leave) to any 
of iheir subordinates with the exception of Inspectors whose pay does not 
exceed EOO a mouth, and also to make acting arrangements in their 
place. In every case, however, in which this power is exercised, the fact 
should he report ( mI to the Head of tlie Oircle for information. 

Noti. 1 — Tlio Su[)erinton(l<:‘]ib of po^t oflri(<v, Baluchi. •.trin Division, jmd the postmaster, 
Quetta, <ire to ckok ise the above poweis in u'spect of tiieii su\>ord'naLes whose 

pay does not (‘x<eed ROO a month (Baliiclu'^tan "rade), with the exception of the head 
clerir, office of the Superintendent of post offices, Baluchistan Division. 

Noih 2 — Under Article 339 of the Cirif Scrnce Boguhfion^ extraordinary leave 
without allowances can bo Ejranted only when no other leave is admi.ssiblc. This condi- 
tion fan, however, be dispensed with in cases in which the^ duration of the leave to be 
granted does not exceed two months, and^ in all rases in which an officer is rompetent to 
grant leave, he is competent to exercise this powei of dispensation. 

Noth 3. — ^The Postmaster-General may, when he t'onsiders it advisable to do so, reserve 
to himself the power ti grant leave to signallers. 

507, Calculation of periods of leave.— ^Vheuever it is neces- 
sary to calculate a period of leave in calendar months, the period ends 
either on the day of the month corresponding with the day before the 
day on which the leave begins, or, if there is no such corresponding day in 
that monih, then on the Iasi clay of ihe month. For example — 

Leave for six months beginning on- — 

28th February ..... ends on 27lh August. 

.‘list March or 1st April . . . 30th September. 

29tli August 28th February. 

.30th or 31st August or 1st September . last day of February. 

Leave for three months beginning on — 

29lh Novimiber ends on 28th February. 

30th November or Isi December . . „ last day of February. 

Note. — Oidinarily, if an officer makes o\er charge of his office before noon, his leave 
in India beginb on and indiidcb the day on which ho makes over charge, otherwise, it 
begins on and includes the following day. Ordinarily^, if an officer resumes charge of his 
office before noon, his return to duty begins on and includes the day on which he takes 
over charge ; otherwise, it begins on and includes the following day. 

508. Form of leave applications.— Applications for leave from 
officers, whellier in superior or inferior service, must be prepared in the 
prescribed form. 

509. Applications to be submitted in due time.— AppHca 
tions for leave must be submitted in time to enable lie necessary arrange- 

Q 2 
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ments to be made for tbe performance of tbe absentee's duties during bis 
absence. Should tbe application not be submitted in proper time and in 
the prescribed form, the leave applied for may be refused or postponed. 

510. Applications for leave from non-gazetted officers.— 

Applications for leave from non-gazetted ofi&cers for vrhom service books 
or service rolls are maintained should be prepared in the form prescribed 
for sucli officers and, except in the case of Inspectors, should be sub- 
mitted to the postmaster of the head office where the applicant's service 
book or service roll is kept. If the applicant is an officer for whom a 
service book is kept, the head postmaster should attach his service book 
to the application and if he is an officer for wdiom a service roll is 
maintained, the head postmaster should fill up the '^office note" in 
the application and sign the certificate to the effect that the particulars 
entered therein have been verified from the service roll. The head post- 
master should then forward the apnlieation, without delay, to the 
supervising officer (Inspector, Assistant Superintendent or Superin- 
tendent) who is ihe applicant’s immediate superior. 

II. Applications for leave from Inspectors, as well as from inferior 
servants for whom service books or service rolls are not kept, should be 
vsubmitted direct to the applicant's immediate superior and not through 
the head office. 

III. The anplicant's immediate superior should, if he is the officer 
authorised to deal with the application, pass orders on it in accordance 
with the next rule; otherwise he should forward the application and 
service book (if any) to the proper officer with his recommendations and 
proposals for filling up the vacancy. 

lY. Applications for leave from first class head postmasters should be 
forwarded, with their service books (when they are not gazetted), to the 
Postmaster-General. Applications for leave from officers employed in 
first class head offices should be forwarded by the postmaster, with the 
service books of the applicants, to the Postmaster-General, unless the 
postmaster is himself authorised to deal with the application in which 
case he should pass orders on it in accordance with the next rule. In 
forwarding applications to the Postmaster-General, the postmaster should 
submit his recommendations and proposals for filling up the vacancy, and 
if any nomination is made by the postmaster, the application should be 
forwarded through the Superintendent {see rule 461-111), 

Y. An application for leave from a non-gazetted officer whose maxi- 
mum pav is not less than 1^200, should be forwarded by the Postmaster- 
General to the Director-General for orders, with the service book of the 
applicant and the Postmaster-General’s nomination for the officiating ap- 
pointments which are beyond his powers of sanction. 

511. Orders on leave applications from non-gazetted 
oflOlcers, — The officer who is authorised to deal with the leave application 
should carefullv satisfy himself as to the title to the leave applied for by 
reference to the Civil Service Regvlations and, if a service book or 
service roll is required to be kept, by reference also to the service book 
or the par^-ictilars entered in the office note " on the leave applications 
as certified to by the head postmaster. If the officer grants the leave, 
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an order sLonld be is^uf‘d, specifying ilie acting uii'Jiigeiiicuis ordered 
in coiisequoiice ot the vacancy and the allow'ances to be by iiie 

ahsonioe and tlie oiliciaiing lucumbt^nis. A copy of the order should be 
furnished to the liead of the upplnanrs and to eiicli oi the oihcial^ 

concerned; and in ilie Cti’>(‘ oi lea\e apjdn ations '5ul>ijnited io the Pcs’* 
masler-Cfeiieial tlirou^li a suptu vising oiiicei, a < o])\ oi the Older pas'-ed 
should uho be hiiuisienl io the 'jupt*r\ islng oiiictu’. 

li. In tlie case ot ]«'ave application's troia odi(‘ei> ulut'se vjvic^ book^ 
or service rolls aie kept a liead (diiecs the sain tionjug olheer, it he giants 
the leave, should hll in and sign the <<‘iliflcate piinted on the form ot 
leave application. The (‘crtihcale should 11u»n be detaeiied iioiu the leave 
a])j>li(*atioii and M*ut io ihe posliuasbu ol the h(‘cd otlice^ wiih a copy 
of tin* Older san(li<aiinc lb<‘ I(‘a\e end nith the s(u\ic<‘ book, if any. 
The jiOstinasiei should (oner dates of the i)egiimiiig and the tmling ol tin^ 
]('ave in the st‘i\i(‘f book oi s^ivice roll on Kceiring i]»(‘ (diajgo reports. 

NoTk 1 — In ilio ca.'^e ot k'd-ve to an oUkov in “upruoi ^n\i<e c\c<pt poftmen 

and |)osin*(*n wiiobo pay it U t, thdii lUOO, the* (oinploie / ham of a/ tin 5 ancni^o- 

incnts nude ni < ou'^e/iu/mco of the \aramy dov\n to the lovvt^i /^inde, and the allowuntes 
to be diawn by the abhentoe and each of the ohiuating iiuumbenn .should be noted beloe 
the /(‘lUlitite on the ka\e applualion As nnub as po uble of the note should be entered 
by the oflict'r 'who the coititicate and the lost should be enteied by the pottmai-tci 
oi the head office. 

Norr 2 ,~-All h\ed establishments in tomhinod oflkefa sanctioned by the Pirettoi- 
General of Tolecjiaphb .ne to be tcMtcd in e\eiy iesp<‘( t ns postal e.^tdb]ishmenta. 

Note 3 — Hepaiato certificate^ aio not recfimed ioi officer) whoH' pay ih drawn m the 
establishment bilk piepaied by Ilc'ad^ of Chicles and by Presidomy postmasters. A 
general eeitificaie, piepaied accoidin^ io the piovisions oi tii/^ lule, vill be sufficient 

Note 4 . — When a po 4 nian 01 \ilkicje postuuin, who p.iys money oiders, is absent on 
lea\e or deputation, hib .substitute^ hboiild, whenever po sible, be either one who has giver 
the pi/'bciibed ..acuiity, 01 el e an olficer ol ten vesus’ ^/»vite When it is not p(>;^uble tci 
procuio a postman or village no. imau, to act ub a substitute, an ontsuku^ who ran at once 
give the iec{ui lie secuiity Jiould, if po^ iblc, be hclected. If su/ h a man rannot be 
obtained, and the ahHMii/e cannot luinish a snb^tHute to woik on Ins (the ab^enteck) 
rebponsibility, the pobtimuter 01 sub 01 hr inch postmaster, as the cabc may bo, must 
himself bear the icsspoUbihiLty of appointin.; a tiinstwoithy bubstitute. 

512. Absentee statement in post office establishment 
pay bill. — The post mast or is required to exercise care in filling up the 
absentee stateuiont uppended to his establishment bill; and he should sign 
the following ceriificaie ut the foot of the absentee siatement, attaching 
to it the eertifloaies relating to leave granted to oHicers in superior service, 
ie(M‘ived in accordance iih nile 511-11, from ihe olhcois who granted the 
leave : - 

Cei'iifK^d that all heaves grani(4 Io any person in superior service on 
Ihis ostablislimeni, and the iotal absence on such leave or without leave 
during the mouth, ami temporary appointments and promotions con- 
sequent on such absence, are detailed in the foregoing statement; that all 
grants of leave, and departures on and returns from leave, all periods of 
suspension or deputation, and all appointments and promotions, temporary 
or permanent, have 1>con recorded in the service books of the persons eoB- 
cerned under my initials. 

[The certificates of the officers who granted leave, as to ihe title to 
leave in each case, are herewith attached.]^^ 


.Dated- 
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Note. — When no member of an establishment in superior service has been absent on 
leave, deputation, or suspension during the month, the following declaration in lieu of the 
absentee statement shoul i be appended to the bill : — 

“ Certified that no person in superior service on this establishment has been absent 
either on deputation or suspension or with or without leave (except on casual leave) during 
the month of- — ; and further, that all appointments and promotions, tem- 

porary or permanent, have been recorded in the service books of the persons concerned 
under my initials.’’ 


, Postmaster, 

Dated— 

513. Sanction not to be anticipated. — An applicant for leave* 
is not allowed to avail Limself of it, or to quit his office until tlie leave 
is sanctioned, and he has formally made over charge to the officer ap- 
pointed to relieve him ; but in emergent cases, such as severe illness, the 
applicant’s immediate superior may permit him to absent himself in 
anticipation of sanction, making at the same time such provisional 
arrangements for the discharge of the absentee’s duties as may be 
necessary. A report of the case should be immediately forwarded to the 
officer who has power to grant the leave. Absence without leave may 
involve loss of appointment. 

514. Medical certificate. — When an application is made by a 
non-gazetted officer in superior service for leave or extension or commuta- 
tion of leave on medical certificate, it must be accompanied by a certificate 
from his medical attendant distinctly stating the nature of the illness, 
its symptoms, causes, and duration, and the period of absence from duty 
considered to be absolutely necessary for the restoration of the applicant’s 
health. This certificate must be countersigned by a Presidency surgeon, 
if the applicant is at a presidency town, and in all other cases by the officer 
in chief medical charge of the district where the applicant resides. No 
such certificate should, however, be submitted for countersignature with- 
out the cognisance of the applicant’s immediate superior. If the leave 
required is for more than six months, the papers must also be counter- 
signed by the Administrative Medical Officer of the Province. 

II. When the application is from an officer in inferior service, a 
medical certificate may or may not be required at the discretion of the 
applicant’s superior. 

III. The rules which govern the submission of medical certificates by 
gazetted officers will be found in Part IX of the Civil Service Regulations , 

Note 1. — -When an officer is sent for medical examination, a brief description should 
be given of him to the medical officer, mention being made of any special distinguishing 
mark or other peculiarity by which the medical officer may identify the individual to be 
examined. In the case of non-gazetted ..officers, the medical officer should be also asked to 
obtain on the medical certificate, the applicant’s thumb and finger-impressions, and these 
impressions should be verified afterwards by the head of the office with those in the 
seivice book, or service roll, or appointment certificate, as the case may be. 

Note 2. — Ttie expression ** immediate superior ” as used in this rule means the 
Superintendent or first class postmaster, in the case of officials under the control 
of a Superintendent or first class postmaster, and the officer to whom the applicant is 
directly subordinate, in all other cases. 

515. Hospital loavo. — Heads of Postal Circles may exercise tbe* 
powers vested in tbe Director-General by Article 287 of tbe Civil Service 
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Regulations and grant tull pay for a porkxl not oxceoding thifo looiitlts 
to a pobtman, mail carrier or mail coacliman iu excoptioual ciicuni- 
stauues, as for example, it lie woniukxl hy loiilxas at iiuiub*u o^ a 
wild animal. They are also aullioiised ai iljeir disenxnm to 
with the condition recpiiring idteiidiiuce at a hospital or (lU'^pens*^! \ . 

516. Leaye applications from gazetted ojOacers.— A leave 
application from a gazetted ollicer slioiild be tor's^anled, in the 
instance, to the Postmaster-General and then liv tlie Po4uhndei -0000101 
(through the Circle Audit Uflicc) to the Uiieclor-General ten oulers. 
With the application the Po%tma*(er-Goneral should submij hi^ nomina- 
tions for the ofticiatiiig appointments which are iioyond lii*- po\\<*r of 
sanction. 

517. Casual leave. — Occasional casual leave tor shori periods only 
may be granted at th(‘ir discTeiiou by postmastei.'-, Ju'-jxMdors, and highest 
officers to Iheir subordinaies. Casual leave need not lie i eporteil or rc(‘ord(*d 
either in abstmtee statemeiits, service books or sei vice 1 ‘olls ; but, if granted 
to ajny official attached to a post office, it should be noted in the post- 
masker’s order book in the case of a liead ofliets and in Ihe error book in 
the case of a sub-office. Casual leave is not recognised by ihe (^ir/l 
Serrice Uegnlalions : technically, therefore, an officer on casual leave is 
not treated as absent from duty, and his salary is not intermitted. 

II. The Head of a Circle is authorised to grant casual leave to a lu'ad 
postmaster for the period admissible to other postal ofKcers, subject to ihe 
condition that, during his absence, tln^ head postmaster acce}ds lull re- 
sponsibility for the nork ot his office and tin* custody ol the odice cash: 
casual leave should not be granted to u head povstmuster unless there is an 
official, in the otfiee (‘apable of taking charge of liis duties during his 
absence. When the Head of a Circle in the exereke of these powers 
accords prior sanction to the grant of casual leave to a postmaster, no 
formal transfer of charge is necessary. In all other eases iu which a post- 
master is obliged to jibsent hiniselt from his duties, /.c., in all eases in 
which he has not been granted casual leave heforvhaiul, there should be a 
formal transfer of charge, or, if the case falls under rule 94 of the Po^t 
Office Manual, Yol. 1 (8th edition), the proc(‘dure in that rule should he 
followed. A formal charge report need not lie submitted in any case in 
which transfers of charge are ettected in accordance with these orders. 

III. No (‘xtra chai ges on aceoiml of pay or acting allowance may be 
incurred for providing a substitute for an officer absent on casual leave. 

Note 1. — Hepenibtb oC ilio Native Aini^ in ]>ostal employ in a»'r<)rdan<'c with 

the Re<olntu»n of riovernment (Military Deputinont), No ?924-B of the 16th Septi'mber 
1893, foe "iven one month’s lea\o ainnially to attend for tiainincf, on condition that they 
pay for their &ubstituteh whenever they aie not enlitled to the leave under the ordinary 
rules. The substitutes should not be appointed by the reservisf'a, but aceording to the 
usual rules: and in the case of appointments in which seaitity is required, they should 
bo selected from candidates who have c;iven security. 

Note 2.^ — Reservists when granted annually a month’s leave for trainiru^ should be- 
furnished with a printed letter to their Coinmahdine; Otfieer.s lequostius^ the latter to note 
on it the actual dates from and to w'hich the reservist is out for trainim;. On its com- 
pletion, the letter with the dates duly filled in by the Commandinc? Ofii<‘er should be 
returned by the reservist to the authority sanctioninp; the lea've. 

Note 3. — The period durine; which reservists in Government employ are on drill duty 
with their regiments, and also the time spent by them in journeying between their statioD 
and the place of training, shall be treated a.s duty qualifying for leave under civil rules. 
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Pensions and gratuities. 

518. Pension rules. — The Civil Service Regulations, Parts lY and 
X, apply to all uncovenanted officers of the Post Office, and govern 
the grant of peasions and gratuities to all such officers. 

Note. — Employes of the Post Office employed in Native States which have accepted, 
or may hereafter accept, postal unity are treated as members of the Imperial establishment, 
and if in service which otherwise qualifies are entitled to pension or gratuity from the 
general revenues, inespective of the question whether the States do or do not contribute to 
the cost of the postal service. — [Financial De^paitment letter No, 11691-1 P., dated 28th 
Fehruary 1903,) 

519. Powers of sanction. — The following officers of the Post 
Office are authorised to sanction pensions (or gratuities) in respect of 
persons whom they can appoint, provided that such pensions (or gratui- 
ties) are certified by the responsible Audit Officer to be clearly admis- 
sible under the rules : — 

(1) The Director-General. 

(2j Heads of Postal Circles. 

(3) Inspectors-General of the Railway Mail Service and Sorting. 

(4) Presidency postmasters. 

I 

II. Of the office! s mentioned above, the Director-General exercises 
the powers of a Local Government, as laid down in Appendix I of the 
Ciml Service Requlafions, and the others are vested with the following 
powers : — 

[а) Power to commute, with retrospective effect, periods of absence 

without leave into leave without allowances. 

(б) Power to condone interruptions of service up to a limit of 

three months in all cases of pensions which they are 
competent to sanction. 

(c) Power to accept a certificate given by a single commissioned 
Medical officer or Medical officer in charge of a station in 
order to prove incapacity for further service. 

III. If any interpretation of the rules is involved, or if it is proposed 
to grant any concession which is beyond the powers of the Postmaster- 
General or the Presidency postmaster, the case should be referred to the 
Director-General for orders. The application for pension in form 
No. 25 with the Audit Officer’s certificate and a report should accompany 
every special recommendation made under this rule. 

520. Instructions for the prompt disposal of pension 
cases. — Pension cases are often considerably delayed and the pension 
papers have to be returned so often for the correction of mistakes and the 
supply of omissions that many months generally elapse before an ap- 
plication for pension is ready for sanction, or for submission to the 
Director-General. The serious attention of all supervising officers is 
invited to the necessity of dealing promptly with pension applications and 
submitting all the information required complete at one time. All 
officers should bear in mind that delay in the payment of pensions may 
involve peculiar hardship, and everything should be done to prevent or 
shorten to the utmost such delays. Heads of Circles are required in 
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cases ot delay to submit a fall explanation, to fix responsibilily foi delay 
and furnisb tbe names of the officers who are held to be in fauH. Ter 7 
severe notice will bo taken ot anv ncsfleci or dilu^orine‘''- on tJic pai' of 
ofiicers when dealing \\a]i ]H*nsiou cases. 

II. Every Supcrintendenl and first class posima^-tet ir required to sub- 
mit to the Postmastcr-Gcneiul, on the Isi ol <‘c((']i month, a return cd tlie 
applications for peii^i<»n or gratuity ^Uiicli ncH* pending in his division 
or oiKce ai tlie close of the pre(e<ling luontli. As socm as these returns are 
received in the Posiniasier-General’s office, the infonnaiiou vvhicli tliey 
contain should l^e embodied, along with iufoimation relating to cases 
pending in the oflico it^df, in a consoHdat<d rtdurii (in the presciibed 
form), and this consolid ded return should be th(‘ii plaeevl before the 
Postmaste3‘-G^‘0(‘r.d lor lus personal ordtis--(scc a! o nih 12). 

Note. — In llie lotuins pH‘i>.jitd hy Siipciintcndentcv and po tiira-'tnij., and <ils-f) in thot 
compiled ill the Pobtina.''tor-rtone3urti offne, Iho length ot tiino a taa* hns heen pending 
should he Hikoncd lioni the date on wlinh the applicant lot ] cr giatuity, in each 

case, icafced to be home on Ihc ubtahlishment. 

ill. Wlitui a supervising officer or postmaster finds tliat the pre- 
paiation of a pension case presents difficnlties which are likely to involve 
])ioloiige(l empiirics he should at once ask the Postinaster-Gener al to ohiain 
an anticipatory pension under the provisions of Article 925 of the Civil 
Service liegulaiion,^. The settlement of such provisional ])aymeiits should 
be made so as to admit of tlieir disbursement not later than one month 
after the officer has ceased to hold his post, and with (ffiect from the date 
OB which he retired. 

Note. — ^Thc Proisideiicy postmastei may, in tlio f»sc ul nun g-uettod uiTners who^o 
pensions he is competent tu tanctiuu, dsk the Deputy CVuipticdler, Post Oiiuo, to mange 
for an aiitn ipatory pension. 

IV. In order to facilitate the prompt disposal ot pension cases the suc- 
ceeding rules in this section, containing instructions for guidance, should 
be caivliilly ^tiidi(‘d by all supervising oifie(‘rs and first class posimaslors. 

Y. The Circle Audit Office wnJl terward to the Postmaster-General on 
or before the 1st Se])tember of each j'ear a statement (with notes as to 
extensions of service granted) of non-gazetted officers, other than postmen 
and village pod men, who have attained or will attain the age of fi fly-five 
years by Ibe end of the next official year.^ A similar statement of all 
postnum and village postinen, vbo have attained or will attain the age of 
fifty- five years l)y the end of the next official year, sliould be prepared 
by (‘oeli Superiniendeut for his division, and by oacli head postmaster 
for his own office and Ihe town, suh and branch offices under his control, 
and submitted to the rostmaster-General not later than the 1st Septem- 
ber of eaeli year. The statement should sho%v the names, official desig- 
nations, age and pay of all such officials, with remarks regarding the 
fitness of each official for continued (miployment . The postmaster 
'Should submit Ihe statement to the Postmaster-General through the 
Superintendent. 

YL The Presidency postmaster must keep a constant watcli over the 
pension work of his office. He must personally scrutinise the return 

A similar statement for f^nzeited officers will bo received by the Director-General 
€rom the Comptroller, Central Account Office. 
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of pending pension and gratuity cases (of those of his subordinates 
whose pensions or gratuities he is competent to sanction) prepared each 
month in his office, and he should take immediate steps to accelerate 
the completion of cases which the return shows to be pending for three 
months or more. He should also, from time to time, test the complete- 
ness and accuracy of the return by reference to the cases themselves 
when these come up before him. He should take special precaution that 
these pensions or gratuities are sanctioned by him and that the papers on 
which his signature is necessary are also signed by him. 

VII. Before submitting an application for pension or gratuity to the 
Postmaster-General, the Superintendent and the Presidency postmaster 
must satisfy himself that all the instructions in this section have been 
fully complied with so far as the requirements of the case in question 
are concerned. 

521. Enquiries to be made in March and September to 
ascertain who are likely to retire. — The Superintendent or first 
class postmaster must make a point of knowing who of his subordinates 
are likely to retire within the period of six months from April to 
September and from October to March. For this purpose enquiries are 
to be made once in six months, in March and September, and the 
names of all those persons who are likely to retire within the six months, 
October to March and April to September, respectively, ascertained and 
noted in a special register. 

II. Having thus ascertained the names of the persons who are to 
retire, the Superintendent or first class postmaster must proceed to take 
action as hereinafter described. 


522. Preliminary instructions. — In every case in which an 
officer, whether in superior or inferior service, is to retire, he should be 
instructed to apply in writing to be admitted to pension or gratuity, and 

he should be warned that his pension, in the 
Article 930, C.s. B, event of his being entitled to a pension, will 

commence from the date on which he ceased to be borne on the establish- 
ment or from the date of his application, whichever may be the later, 
unless the delay (should there be any) can be explained to the satisfaction 
of the authority sanctioning the pension. 


II. The retiring officer’s application should be submitted by him tn 
the authority whose duty it would be to fill up his appointment if vacant, 
Article 907 , a .V. and whenever practicable, this authorit;^ 

should himself record any statements, deposi- 
tions, etc., which may have to be taken from the applicant or from his 
witnesses or contemporaries. In no case, however, may a statement, 
deposition, etc., be recorded by any postal officer below the rank of 
Inspector. 


Explanation. — For the purposes of this rule the only postal officers who are held’ 
competent to record statements, depositions, etc., are Inspectors (excluding town In- 
spectors), Assistant Superintendents, Superintendents of the offices of Heads of Circles, 
first class head postmasters, Superintendents of post offices (including personal assistants to? 
Heads of Circles) and officers of higher rank. 
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528. First step. — A prelinunary statement must be ialum down * 
iiom tile applicant in tlie beginning of April or 
Aiticles 907 and 90S, (7. s.R, October, as the case may be, coiitaining inform* 

ation on the following points: — 

(a) The date, by the Chiistian eia, on which the applicant w^as 
born. 

(6j List of appointments, substantive and acting, lield during the 
seivice for which pension is claimed, showing, when any 
appointment was only an acting one, wdiat substantive 
appointment was held at the same time. The dates of 
begin uiiig and ending ot (Mch appoiiitnieiit, the pay and 
acting allowance drawn in each, and the nam(»s ot the othees 
from w'liiehthe pay and acting allowance weie drawn should 
be stated. 

(c) Dates of beginning and ending of each peiiod of leave. 

(d) An explanation of each interinption in service. 


IL xVny documents which he may possess, bearing on his service, such 
as ap]>oi fitment orders, etc., should bo ol)taincd froni him. 

Noil — A gazetted officer ^ho i& un applkant for pension or giatuity must submit to 
his iramedbite superior an application in the fom (Form No. 25 or No. 26, as the case 
may be) piesciibed in Part X ot the fUmi Sen la^ Regulation^. 

524. Second step. —The next step is to ask the Audit Officer or post- 
master — as the case may be — to verity the services claimed, but this step 
must not be taken until w’ithin six months of the dale of the officer’s 
proposed retirement. As soon as the interval ]>rior to ihe proposed retire- 
ment is noi more than six months, the audit officer or the postmaster — 
as the case may bo — should be addressed. 

Note, — Whenc\tT any officer ib icquehtcd to verify any portion of the applicant’s 
service, he bhonld be supplied, in the piescubcd foim of \eiirication memo., with a state- 
ment of the service chrinicd iogclher with a rertificato, signed by the Superintendent, to 
the effect that the applicant is likely to letiie within six. months. In piepaiing ihe verifi- 
cation memo, the entries i elating to loive and other periods of absence irom duty should 
be vviitten in led ink. 


II. In the case of an inferior servant, the post offices concerned should 
be called upon to verify the applicant’s service, as far as poswsible, from 
office records. If the inferior servant is one for w’hom a service roll is 
kept, the original service roll should be obtained. 

III. In the case of an applicant in superior service above the rank of 
postman or village postman, the Deputy Comptroller of the Circle Audit 
Office should be addressed for the verification of the applicant’s entire 
service. In the case of a postman or village postman, the Deputy Comp- 
troller of the Circle Audit Office should be addressed for the verification 
of his service for ihe year 1885-80, and the head offices concern- 
ed for the verification of the remaining portions of his service, i.c., prior 
and subsequent to this date and up to 1st January 1888. The service roll 
should also be submitted in support of the service of each postman or 
village postman rendered after the 31st December 1887, 

IV. The postmaster must, when called upon, furnish ihe verification 
Article 929, C, s. R. memo, (in the prescribed form) wuthin ten days 

from the date of receipt of the Superintendent’s- 
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communication. If not furnished within that period, the Superintendent 
should repoit the fact to the Postmaster-General. 

V. In making the entries in the verification memo, the postmaster must 
show distinctly what portion of the service has been verified from the 
records of the Imperial Post and what portion from the District Posx, 
If the applicant is found to have also served in the District Post establish- 
ment or any other department, the Accountant-General or other officer 
concerned should be addressed for the verification of the applicant's 
service. And if no reply is received within twenty days from these officers 
a reminder should be issued and it should be repeated every ten days. If, 
after issuing three reminders, no reply has been received, the matter 
should be specially brought to the Postmaster-Generars notice. 

Note.— I n tilie verification memo., 'the entiies lelatmg to leave and other 

periods of absein e from a ity should be written in i ed mk. 

VI. When all the verification memos, have been received, it can be 
ascertained what portion of the service has been verified from the records 
and what portion has not been so verified, and collateral evidence must be 
collected for the latter, buf before steps are taken to obtain collateral 
evidence the Deputy Comptroller of the Circle Audit Office should be 
requested through the Postmaster-General to assist in the enquiry by con- 
sulting his audit registers. If the Deputy Comptroller is unable to supply 
the required information, steps should then be taken to obtain collateral 
evidence. 

Note. -The entries in seivice books cannot be relied on unless thejr have been verified 
by the Ciicle Audit Office or by collateral or other evidence. ^ The entries in service books 
are of val le not as evidence in themselves but as giving the history of an applicant’s career 
from which it may be leadily asceitained wheic propei evidence is likely to be obtained. 

525. Third step. — The statement of the applicant is to be taken 
down only for the period which cannot be verified from records. This 
will b(^ the formal statement that should go with the pension case in 
original, and it must therefore be recorded with great care, clearness, and 
accuracy. The chief points to be observed in taking down this statement 
.are as Follows : — 

When there is no appointment order or other document to 
prove the applicants first entertainment, he should be asked 
to refer to local circumstances or mention some important 
public event which may have taken place at or about the 
time of his appointment or the names of the superior officers 
by whom he was appointed or under whom he served. 

(b) As the date of first entertainment is very important, great care 

and pains must be taken to elicit that information and to 
fix the date with sufficient accuracy and beyond all doubt. 

(c) The names of the offices or lines in or on which he has worked 

and the length of service on or in each line or office or 
appointment. 

{d) He should be required to give the names of witnesses who can 
testify to the service which cannot be verified from oflOlce 
records. The witnesses should be contemporary servants in 
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superior service, or, failing these, coniemporary servants in ’ 
inferior vService, or, failing theses respectable local residents 
oulside the sei^ice or ofheials of recognised ]i()sitioii. 

526. Fourth step. — The st«atoiiients of ilie wiinosses inusi then be 
taken down in the same vay as the applicant's. Tliore is no olgection 
to the witiiess<^s deposiug xo the (*iitire p«riod of the applicant's »ervice, 
but attention juiist be chiefly directed to\\ai(ls obtaining evidence only ior 
the peiiod A\hicli cannot bo verified from records. 

Note. — T he <ontiuuity oi au nppht.aut’c cannot bo (‘'tabL^hod by the mere 

production of oraoit of h t‘-suod at laiious hni- they c^upiJOlt fiom 

coliateial evidence. 


II. In recoidiog the st atemcoits of the vitne^-^es, the exact reasons 
which enable them to sp(‘ak as to the occupation of another man duiing 
a certain pait oi his life, the places where they Jived or where they w'ore 
employed and how 1he\ weie in a position to know what the applicant 
for pc 3 i‘^iOD and gratuity was doing, must be ascertained and distinctly 
noted. The age of the witnessc^s must also be noted in the s*-ateineuts ns 
it wall shew w^hether they are competent to testify to the circumstances 
related. 

III. The requisite verification statement and the collateral evidence 
should all be obtained within the period of six months preceding the date 
on which the man is to retire. 


527. Fifth, step. — The next step will he the removal of the appli- 
cant from the service ; but before he is removed it must be decided whether 
a medical certificate is necessary or not, and the following instructions are 
given for guidance : — 

(a) For pension on the superior scale, if the applicant has rendered 

\itiole Un c SB years' qualifying service, 

no medical certificate is required. 

(b) For pension whether on the inferior or superior scale, if the 

Vit'de m c s B applicant's appointment is abolished and 
* ^ ^ ' ’ other suitable employment cannot be 

found for him, no medical certificate is required. 

(c) For pension on the superior scale, if the applicant retires 

AituKs voluntarily or by compulsion on or after 

attaining the age of 55 years, no medical 
certificate is required, unless the application is for invalid 
pension in which case a medical certificate is required. 

(d) For pension whether on the inferior or superior scale, if the 

applicant's retirement is due to bodily or mental infirmity — 

(?) if the applicant's age is under 55 years a single medical 

A 1 ^ o r. certificate is sufficient if the 

Aitielc 44a. (7. S. B. * i x 

incapacity is due to some 

specific disease; otherwise two certificates are neces- 
sary: hit see E,rcept tonal orerleaf, 

(?/) if the applicant's age is over 65 years but under 60 

ArtioV 442, ^7. A R. f ^ single medical certi- 
ficate IS required; hut sec 

Excefiion overleaf. 
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(^^^) if tlie applicant’s age is 60 years or more, no medical 
. , ^ o certificate is required; but it 

Article 44^, 67. . . necessary in this case for 

the head of the office to certify to the applicant’s in- 
capacity. 

Exception. —In cases (i) and (ii), if the pioposed pension exceeds ElOO a month a 
A f 1 A19 ( \ n 9 /? certificate by a single medical ofiicer is not sufficient, if 
Article 4*1/ (e), o. o. -g possible without undue inconvenience to assemble an 

Invaliding Committee or to cause the applicant to appear befoie the Director-General, 
Indian Medical Department, or the standing Medical Committee at the Presidency. 


II. If a medical certificate is necessary, the applicant must undergo 
medical examination. For this purpose he 
Articles 442 (/), 455, and sent to the Civil Surgeon with a 

456, C. S. R. letter, in which it should be stated what his 

age is as shown in official records; and whenever this age differs from 
what the Civil Surgeon considers to be the applicant’s age from his 
appeal ance, the fact that the recorded age was communicated to the 
Civil Surgeon should be mentioned when submitting the pension papers. 
If the applicant obtains a medical certificate of incapacity for further 
service, but not otherwise, he must be removed and his name shown in 
the list of pending pension cases for that month. If no medical certificate 
is found to be necessary, the applicant should be simply removed from the 
service, and his name should be shown in the list of pending pension cases 
for that month. 


Note. — N ote 1 to rule 514 applies also to tbis rule. 


III. An officer in superior service (whether or not he has also rendered 
Articles HoS, 459, 464, and inferior Service) who has attained 55 years of 
405, 0. S. B. age may be required to retire, or he may retire 

of his own accord : in the former case, his removal from the service should 
not be carried out till orders to this effect are obtained from the Post- 
master-General or Director-General, as the case may require (see rule 
S32 ) ; in the latter case, he should be simply removed from the service and 
his name shown in the current list of pending pension cases. This latter 
procedure should be also followed in the case of an officer in superior 
service, whatever his age may be, who retires voluntarily after completing 
30 years’ qualifying superior service. 

Note — When an officer in superior service who has attained 55 years of age is absent 
from duty beyond the period of leave admissible to him (which need not necessarily extend 
to the maximum of six months), he will be held to have retired from service from the date 
he proceeded on leave, and the leave allowances, if any, received by him in respect of such 
leave will be recovered from his pension. Should it happen that such an officer after 
returning from leave and being on duty for a short while — even for a day or two (to take 
an extreme case) — is unable to adhere to his declared intention of not retiring for three 
months after his return to duty, there is no objection to his being regarded as having 
retired from a date subsequent to his return from leave, provided that it is clearly estab- 
lished to the satisfaction of the Director-General that there was no deliberate or inten- 
tional evasion of the condition on which the leave was granted. 


IV. An officer in inferior service cannot retire voluntarily ; either he 

Article 481, C. 8 S. be invalided, or, if his age is 60 years or 

more and he is unfit for further service, he may 
be required to retire : in the former case the procedure prescribed in 
para. II of this rule should be followed ; in the latter case the orders of 
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tlie Postmaster-General must be obtained before tbe officer is remoTe(i 
from tbe service (.s*ce nde 532), 

V. Before an applicant is removed from service, two sets of thumb 
and finger-impressions should be obtained from him. The impressions, 
which should be made in the manner laid down in rule 499, should be 
those of the balls of the thumb and all the fingers of the left-hand and 
should be taken in the presence of the officer by whom the pension roll 
is prepared; or, if this is not practicable, in the presence of some other 
postal officer not being below the rank of Inspector named by the Superin- 
tendent. No impressions are required on the form of application for 
pension itself (Form No. 25 of the Civil Service Reg'idations); but one 
set of impressions should be taken, in the spaces provi(led for the purpose, 
on a copy of the separately-printed first page of that form, and a second 
set of impressions should be taken on a thumb and finger- impression card 
(in the prescribed form). In both cases, the officer in whose presence the 
impressions are taken should make the following note below them : — 

Thumb and fi Q.ger-imi>ressions of (name), late {designation) taken in 
my presence this day. 

(Signature and designation of officer,)” 

(Date) 

With this exception, no entries should be made in the impressed form 
which, together with the card, should be kept with the applicant’s pension 
papers and forwarded with the latter to the officer having power to 
sanction the pension in accordance with rule 528-V. {See rule 519,) 

Exception — The instructions* in this parac;raph do not apply to ejazettod offtceis, 
European ladies, persons who hold Go\oinincnt titles, and persons who have been specially 
exempted hy Government fiom the opei.ition of the rules reqmiing thumb and finger- 
impressions to be taken fiom retired Government servants. 

Note. — The Explanation under rule 522 applies, mufatis mvtandis, to this rule. 

528, Sixtb step. — As soon as the verification has been completed 
and the applicant has been removed from the service, the printed applica- 
tion should be drawn up in Form No. 25 of the Civil Service Regulations^ 
pages 1 and 3 of the application signed, and the application then 
forwarded to the Postmaster-General with all the documents relied xipon 
for the verification of the service claimed and also with the thumb 
and finger-im pressed form and card mentioned in rule 527-Y. The 
application must not he drawn up until the verification is completed and 
the applicani is removed from the service. 

il. When an officer retires on being suddenly incapacitated for service, 
his case should he taken up at once and his service should he verified as 
rapidly as possible. The foregoing instruclions should, as far as possible, 
be followed in verifying his service, and fhe certificate sent to the audit 
officer, under the Note to rule 524-1, should state that the officer has 
actually retired from the service. 

III. An officer whose service is partly inferior and partly superior 
Articles 398, 460, and 414, may, at his option, count either (l) 'the whole 
^ ^ service for pension or gratuity on the inferior 

scale, or (2) the superior portion for pension or gratuity on the superior 
scale, and the inferior portion for gratuity on the inferior scale; and 
this option may be exercised by an officer whose final service is superior 
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.whether he retires voluntarily or By compul'^ion on or after attaining 55 
years of age. Authorised leave taken during inferior service counts as 
service. 

Note 1. — It has been ruled by Government that “ an officer holding substantivel;3r a 
superior appointment who is appointed to act in an inferior appointment, counts the period 
during which he so acts as supeiior service.’’ — {Financial Department No, dated IBth 

August IB86.) 

Note 2. — The Director-Geneial is authorised to treat as superior, under Article 402 (u), 
Civil Service Regulations, all service as sorter rendered under the designation “ packer ” 
in the Travelling Post Office (as the Railway Mail Service was formerly styled) or in the 
Railway Mail Service prior to the 1st April 1878. — (Financial Department letter No. Jf88-P., 
dated 3 1st January IQOS.) 

IV, An explanation of any suspension or degradation should be given, 
and the papers on the subjeci should bo submitted if they can be procured. 
The reason for reduction of pay (if any) should also be explained. When 
the service has been pioved, it has still to be remembered that the character 
of the service has to be carefully considered. Government does not under- 
take to grant full pension according to the service of the applicant, except 
on the understanding that such service has been good service. There is 
too gieat a tendency to treat the grant of full pension as a matter of 
course, even when an applicant has been suspended or degraded. Such 
recommendations must not be made unless the service can fairly be said 
to have been on the whole really good service, in the sense of honest and 
hard-working service, to the best of the ability of the person who 
claims the pension. And, above all, it must be understood that pensions 
are not to be used as a means of ridding the Department of unsatis- 
factory officials. 

V. The application for pension (or gratuity) should be drawn up 
on a printed form of application for pension (Form No. 25 of the Cmil 
Service Regulations), The application for an extraordinary pension, or 
of an officer appointed by the Government of India, should be drawn 
up on a printed form No. 22, or 26 of the Civil Service Regulations, as 
the case may be. The Postmaster-General and the Presidency post- 
master should finally prepaie all applications for pensions in respect of 
those of their subordinates whose pensions they are competent to sanc- 
tion, and forward them to the Audit Office for report upon the claims. 
All applications for compensation and extraordinary pensions, as well 
as applications of officers appointed by the Director-General, or by the 
Government of India, vshould be submitted by the Postmaster-General 
through the Audit Office to the Director-General. With every 
application must bo submitted the applicant’s letter of application, his 
last-pay certificate, his service book or service roll, as the case may be 
{see rule 491), and the thumb and finger-impressed form and card men- 
tioned in rule 527- V. The service book or service roll should be brought 
up to date and be duly attested. The last-pay certificate is not necessary 
in the case of applications for gratuity. 

Note — Caie should he taken to give tho applicant’s name and last designation includ- 
ing the spelling of the name, in a uniform way in the several documents in which the 
information appeals. This is specially necessary as regards the documents to be furnished 
to the officer by whom the pension (or gratuity) is to be paid, so that there may be no 
doubt as to the applicant’s identity : the documents referred to are (1) the first page of 
the pension application, (2) the thumb and finger-impressed copy of the same page, (3) the 
thumb and finger-impression card, and — in the case of an application for pension — (4) the 
last-pay certificate. 
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yi. When vernacular documents are submitted, they must be accom- 
panied by translations in Enj^lish, which should be duly attested by the 
officer submitting the application. 

VII. Discrepancies relative to the applicant’s age, service, etc., must 
be reconciled. The entries of date of birth in both service books and 
.service rolls should invariably be accepted in preference to any contrary 
statement made at the time of retirement. The entries in service books 
and service rolls cannot be altered without the express permission of the 
Director-General. 

Note. — When only the year of birth is specified in the service hook or service roll, 
the 1st July should be taken as the date of birth, and ^hen the year and month are 
specified but not the precise date, the J6th of the month should be taken as the date of 
birth. 

yill. In filling up the place of payment ” against column 14 of the 
pension application, the Superintendent must satisfy himself as to whether 
it is a treasury or sub-1 rcasixry station. 

IX, Marks of identification must bo very clear and complete. They 
musk he of a distinctive and not of a general nature. If there are no 
distinctive marks, a full description of the applicant’s person should be 
given. 

X. In the application drawn up in the printed form of application 

for pension (or gratuity) specific information 
C required on the heads shown on the 3rd 

page of the form, and the information neces- 
sary in each particular case should be given with clearness and precision. 
Against the 5th of these heads C Any other remarks ”) it should be 
stated, in the case of an application for superannuation pension on be- 
half of an officer in superior service who retired when less than 60 years 
of age, whether the retirement was voluntary or enforced; and if the 
latter, the cause of the officer’s inefficiency should be mentioned and the 
order of the Postmaster-General or Director-General (as the case may 
be) sanctioning the retirement should be cited. 

Note. — ^Wben a last-pay certificate is issued in connection with an application for 
pension, the form provided in connection with transfers on duty should be altered in 
accordance with the following form : — 

lObver c.] 

Last-pay certificate of A. B. of the -retiring on pension 

He has drawn pay as — — at the rate of 

a month, and acting allowance as ^at the late of B 

a month, less the dedmtions show below, up to the . He made over charge of 

the office of -on the noon of the of . 

No recoveries (or The rerovery noted on the reverse) are to be made from the officer. 

Deductions R a. f* 


Dated at 


STAe- 


4B 


Signature. 


Nature of recovery* 
Amount 


[Reverse.] 


E 
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529. Seventh step, — The next step will he to sanction the pension 
(or gratuity) as soon as the Audit Of&cer’s certificate and report on the 
claim is receiTed. The order granting the pension should be com- 
municated to the ofS-cer submitting the application, and a copy of this 
order should be sent (1) to the Accountant-General of the province in 
which payment is to be made, and (2) to the Audit Office concerned. 
The following documents should also accompany the copy of the order 
sent to the Accountant-General: — 

(1) Thumb and finger-impressed copy of the first page of appli- 

cation for pension (or gratuity) in form No. 25, or of the 
whole of the application in form No. 22. 

(2) Thumb and finger-impression card. 

(3) Last-pay certificate. 

The last-pay certificate is not necessary in the case of an application for 
gratuity 

580. Explanation to toe afforded of service rejected.— 
When any portion of the pensionable service of an applicant is rejected, 
it is necessary to acquaint the officer having power to sanction the 
pension fully with the reasons for the rejection and briefly to describe 
the nature and scope of the efforts made to verify the service rejected. 

531. Summary of evidence necessary when service has 
toeen verified toy collateral evidence. — A summary of the evidence 
must accompany the papers for pension and gratuity in all cases in which 
a portion of the service has been verified by collateral evidence. A mere 
formal statement that the service has been established is not sufficient. 


The officer concerned must report the exact nature of the investigation 
made and the conclusion at which he has arrived. Specimen summaries 
will be found at the end of this chapter. 

532. Retirement at the age of fifty-five not compulsory. — 
When an officer reaches the age of fifty-five, his case should be taken 
into consideration with the object of determining whether or not his 
^ ^ , efficiency is such as to warrant his retention in 

should So lie puWic service. If the officer be regarded 

mcuths at a time so thdt emcient, a lormal order should be passed 
each officer’s oase _ may permitting him to remain in the public service 
yearly fall for considera- 0^ definite* period : at the close of that period 

and after each extension of service the same 

course should he repeated. 

ir. In the case of inferior servants, as well as in the case of postmen 
fUnder the authority ffiven ^^d village postmen, the power of compulsory 

or of declaring an officer to be effi- 
No. dat?dr)th^Ju\yr8.^^^ permitting him to remain in the 

to the address of the Director- service, both up to and heyood the age of sixty, 

is vested t in the Postmaster-General. 

III. In the case of non-gazetted officers in superior service who are 


(a) The power of declaring any non-gazetted subordinate to be 
efficient and permitting him to remain in the service, pro- 
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vided lie continues to be efficient, for a <l(uiiiite period up io, 
but not beyond, the age of &ixty yeais. 

(6) The power of declaring any non-ga;!:ei"ted subordinaie appointed 
by the Posljiiuster-Goneral to he inellicieut, and compelling 
him to retiio eiihtr at the age of fifiy-fi\e years, or on the 
expiry of any further poj iod up to which his service has been 
extended, or hefoie the expiiy of such luither period if he 
ceases 1o be elficient. In eseiy case in \\hieh this power 
i^ exercised, a feijitonicnt oi the reasons for enforcing the 
retiieipeiit should l>e placed on recoid by the J ^Oustm aster- 
General. 

IV. When a non -gazetted officer in superior servi( e, other than a post- 
man or village postm.ni, who has l)een pc‘nnitted by the Postmasler- 
General to remain in the service, reaches the age of sixty, or w’hen the 
retirement of a non-gazedted olHeer appointed bv the Direct or-Geiicral is 
deemed desirable on the ground of inefficiency, before he reaches the age 
of sixtv, the ordeis of ilie Director-General must l)e specially obtained 
by the Postmaster-General concerned. 

V. As regards gazetted officers, the orders of the l)ir»‘ctor-General must 
always be obtained whether in respect of retention in, or compulsory 
retirement from, the service. For this purpose eacdi case of the kind 
should be reported to the Diroctor-Geneial ^ix month<a in advance of the 
date on which the officer wdll attain the age of fifiv-fivo or on which an 
extension of service already granted to liini will expire. The report 
should always contain an expression of opinion as to the efficiency or 
otherwise of the officer concerned. 

533. Quarterly statements of claims disposed of. — At 
the end of each quarter, Heads of Circles (including Inspect ors-Genera I 
of the Railway Mail Bervice and Sorting) should submit, for the 
Director-Generars information, a slatement fin form Pensn.-G) of all 
claims disposed of. The Presidency postmasters of Calcutta, Madras 
and Bombay should also submit similar quarterly statements to tlmir 
res])ective Po'itmnsiers-General, wdio will forward them on to the 
Director-General after pa^^sing orders in regard to cases of delay, etc. 

Sp(*rhnen summffvies of eviflen^e, 

(A) 

The applicani F. Giiravva, late boat serang, Godavery Ferry, claim.s 
Service from 1854 to 29t]i February 1888. 

2. His service fioni Dt January 1884 has been verified from records, 
and for service prior to that date the applicant cites tlie following wit- 
nesses : — 

I. P. Raghavn Row, pensioned mail oveiseer, Raiahmundry- 
Wudugidiein line. 

II. J. Sheriff, late village munsiff of Aurangabad. 

III. Kola Yencatasawmy, pensioned runner. 
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' The first and second witnesses only were examined. The evidence of 
the third witness was dispensed with at the request of the applicant (vide 
Doc. A-1). 

3. The applicant in his statement (Doc. H) declare? that he was em- 
ployed as lascar in the tappal boat at Rajahmundry in his 18th year,* 
that he worked in the ferry establishment up to the end of February 1888, 
and that he was paid for some years by the ferry renters ; afterwards from 
Local Funds, and finally by the Post Office, except for a year, when he 
was paid by renters. He adds that his service has been continuous, and 
that he was never suspended or dismissed for misconduct. 

4. The two witnesses repeat what the applicant says regarding his own 
service in statement A. Like him, however, they give no definite in- 
formation {v%de their statements, Docs. B and C). 

5. In a further statement (Doc. A-2) the applicant corrects himself and 
says that his previous allegation that he was paid from Local Funds was 
wrong. He states that the ferry was at first under the management of the 
Revenue Department, then under a contractor, and then under the Post 
Office. He repeats that he has a service of about 34 years, and adds 
that during this period he was absent continuously from duty for about one 
or two years owing to sickness. 

6. In a third statement (Doc. A-3) the applicant gives some fuller 
details regarding the ferry establishment. From this it appears that the 
contract system succeeded a private arrangement which existed for cross- 
ing passengers, and in which he (applicant) had no hand ; that sometimes 
when the contract was not taken up by any one, a clerk from the Revenue 
Department would be appointed to travel on the boats and collect the 
fees from passengers; that the management of the work by the clerk 
occurred at varying intervals, and that during the years the work was 
managed by contractors, the lascars were paid by the contractors, and 
during the years the work was managed by the Revenue clerks, the lascars 
were paid at the Tahsildar’s office. 

7. It has been ascertained from the records of this office that the con- 
tract ferry establishment between Rajahmundry and Kovvur maintained 
by the Revenue Department was dispensed with by the Board of Revenue 
and a steamer service introduced with effect from the 1st August 1881, 
and that this department opened a ferry service of its own and employed 
one serang on R7 and six lascars at R6 each from that date. The 
Sub'Collector, Godavery, was asked by the Superintendent to state 
how long the Godavery ferry at Rajahmundry was under coniract 
and how long under the management of Government and to furnish a 
verification statement of the applicant’s service. In reply that officer 
stated that the information asked for could not be given as no subject 
war lists of records were maintained in his office prior to 1881,” and 
that the services of the applicant could not be verified, as the pay bills 
of the ferry establishment were not forthcoming. 

8. Acquittance rolls from 1st August 1881 are available in the 
Cocanada head office, and these were very carefully examined, but no 

♦ This gives the year of employment as 1854, as he states that he was born in 1836. 
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trace was iound either of the ferry establishment or of the applicani's 
name from that date to 31st October 1881. The feriy establishment 
appears in the acquittance rolls from the 1st November 1881, but the 
applicant's name, does not appear in them up to 31st December 1883. 
His name is found from the Ist January 1884 only. On being called 
on to account for this, the applicant explains (Doc. A‘2) that he once 
fell seriously ill and absented himself from duty for a year or tvo, 
appointing a substitute, and that this is the reason ‘^hv his name is not 
found in the records ail aide from 1st Novoiiiber 1881 to 31st December 

1883. But this is di^proAed l)y itcoids. The accompaii;ving statement 
(Doc. E) sho'RS that the applicant K. rtnrawa suceee(lod one named 
Eajakamurd; this man had succeeded lle\a (Jangiah; Ileva Oangiah, 
Pelawala \>nkatasa\\my and Pelauala Venkatas.m niy one named M. 
Peddiah, H. Peddiah s^uved from 1st N(n ember bSSl to the end of May 
1882, and possibly also to end of August 1882. (The lecords for Jun^ , 
July and August 1882 noi being available, thi^ fact eannoi be definitelv 
stated.) During this period (1st November 1881 to 31st ]\Iay 1882, or 
31st August 1882, as the case may be) M. Peddiah was absent on two 
occasions, and his post was held by an incumbent named P. Chinniah, 
who is distinctly shown in the accfuittance rolls as acting for M. 
Peddiah.’^ It follows from this that the post held by i\t. Peddiah was 
permanent. He w^as permanenilv succeeded in it first by P. Venkata- 
sawmy and two others, and lastly by the applicant. It is qtxite clear 
from this that the applicant’s service began only from the 1st January 

1884, and that there is an interruption in his previous service extending 
from 1st August 1881 to Olsl December 1883. 

9. The applicant’s service prior to 1st August 1881, the elate on 
which the contract ferry Vv’as abolished, though proved by his witnesses 
to have been continuous, was obviously not Government service. His 
own statement shows tliat he was for some time paid by the renters and 
for some time at the llajaliraundry Tahsildar’s office. He is, however, 
unable to say how long he was paid by the one and how long by the 
other. In any case it is plain that the period during which he was paid 
by the renters is not admissible as service qualifying for pension (vide 
Article 365, Civil Service Hegulafions), and that during the period in 
which ho is said to have been paid at the Tahsildar’s office the ferry 
could not have been a Government esiablishmont. His third statement 
(Doc. A-3) explains the circumstances under wffiich, and how, the ferry 
was worked by the Eevenue Department. Whenever a contractor did 
not come forward, a mako-shift arrangement was resorted to. A clerk 
collected the fees, paid these fees into the cutcheiy, and the boatmen 
were paid from those fees. Service under such circumstances is obviously 
not Government service qualifying for pension. For these reasons ser- 
vice from 1st J anuary 1854 to 31st July 1881 has been rejected. 

10. Apart from this, even supposing that service rendered prior to 
1st August 1881 was some form of Government service, the break of 
2 years and 5 months admitted to have taken place immediately before 
the 1st January 1884 and established by records (vide para. 8 above) 
^cancels all previous service under Article 420, Ciml Service Regulations. 

11. Then, as the applicant's service from the 1st January 1884 to 
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tKe 29tli February 1888, wbicb bas been proved from records falls short 
of five years, he is not entitled to any pension or gratuity under Article 
481 of the Civil Service Regulations. 


(B) 

Nana Ambaji Godhve, village postman. Vita post office, in the 
Deccan division, claims service for about 40 years. Service from the 
1st January 1880 has been proved from office records and previous 
service by oral evidence as follows : — 

(a) Babaji Kandaji, sub-postmaster. Vita, states that he entered 

the Post Office on the 1st November 1865. He was 
sub-postmaster, Vita, ten years ago, and is at present sub- 
postmaster there. Nana Ambaji Godhve was employed as 
village postman, Vita, in 1866, and has been in continuous 
employment. The deponent saw the applicant employed in 
the Department on his frequent visits to his native place, 
situated in the Vita Talucka. According to his recollection 
Nana’s service amounts to not less than 30 years, and he 
knows that he was a runner before he was appointed village 
postman. 

(b) Appaji Hari, clerk, Satara City post office, states that he was 

sub-postmaster, Vita, from the 3rd February 1871 to 1st 
March 1873, and that the applicant was serving as village 
postman under him during that period. 

(c) Waman Krisna, clerk, Mahableshwar post office, states that he 

was sub-postmaster. Vita, for about 11 months in 1876, and 
that the applicant was serving under him as village postman 
during that period. 

(d) Sadashiv Eaghunath Ehandekar, an inhabitant of Jath, aged 

58, states that he was sub-postmaster. Vita, in 1877 and 
1878, and that the applicant was a village postman there 
then. 

(e) Appa Vittoo Pawar, Postal runner, now a pensioner, aged 64,. 

states that he and the applicant were employed as runners 
at the same time 35 years ago. The applicant served at the 
Nhavi and Eenavi stages and was subsequently employed as 
village postman, Vita post office, where he is serving now. 
(/) Gobind Janardan Thakur by profession a writer, and an inhabit- 
ant of Vita, aged 57, states that some thirty years ago the 
then postmaster, Appa Hybati, was living in his house. 
Pour or five of his successors were also living in his house. 
The applicant used to go there and so he knows his service. 
He was first employed as runner and then as a postman. 
He knows that he served the Post Office for more than 35> 
years. 

(g) Vishwanath Narayan Jog, a writer, and an inhabitant of Vita, 
aged about 58-59, states that the applicant has rendered 3ft 
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or 35 years’ service, boili as runner and village postman. 
He knows this because the post office has been located in his 
house for some tw^enty years, and because l)efore that he 
' used to see tlie applicant wlienever ho w^ent to the post office. 

(h) Narayan Vishnu Bapata, a WTiter and an inhabitant of Vita, 
aged about 57-58, states that the applicant resided in his 
house for five or boven years some 24 years ago, before he 
was a postman, and has i)ec‘ti serving in the Post Office, 
both as a runner and villagi^ postman, for the last 35-36 
years. 

2. The name of the applicant as a runner on 114 is traceable in tlie 
acquittance rolls of the Sarata-Bijapur line on the Benavi stage for the 
month of November 1859. 

3. In the absence of trustworthy infortnation the date of comm(*nce- 
ment of the superior service has been assumed to be the Ist January 1866. 

4'. Twenty-five years’ service required to claim half-pay pension has, 
I consider, been sufficiently established, and the grant of pension herein 
shown is recommended for sanction without reduction. 




CONTENTS OF CHAPTEE 10. 

PUNISHMENTS. 


Geklral rules. 

Bule. Bulb. 

534. Modes of ptmisiiment. I 536. Appeals to higher authority. 

635. Order of punishmeni to be in writing. 1 537. Appeals to the Director-Gcneial. 


Fines, transfte, and degradation. 

638, Powers of officers to impose fines. | 540. Transfer. 

639, Punishment by fine to be discouraged, j 541. Bcdu( tinn to louver grade 


Suspension and dismissal. 


642. Powers of officers to dismiss. 

543. Suspension pending enquiry. 

544. Powers of officers to suspend. 

545. Copies of orders to be sent to the 

Circle Audit Office. 


546. Suspension not invalidated by omission 

of formal order. 

547. Liability to dismissal on account of 

discreditable money transactions and 
indebtedness. 


Punishment register. 

648. Punishment register, ^ | 650. Becovery of fines. 

649. Extracts from punishment registers to 

be sent to bead offices. > 




Chap. 10.] 


PC/XlitUMEyrs. 


25i 


CHAPTER lo. 

Punishments. 

General rules. 

534. Modes of punisttnient. — Offonoes coinmittod by postal 
officials are puiiishable in the following mannor: — 

(а) by censure; i (d) by postpoiu^ment of an incre- 

(б) by fine (except in special iiUTit ol ]>ay; 

cases) — sec rule d38; ‘ (r j by sioppa^^e ol ])romotion; 

(c) by transfer; (f) by de^Ttulalioii ; 

(g) by dismissaL 

5S5. Order of punishment to be in writing.— When an 

officer is charged with an offence, every opportunity should be given him 
of explaining or refuting the charge, and he should, whenever 
practicable, be brought before the enquiring officer in person. A 
written memorandum of charges specifying fully and clearly the offence 
with which he is charged, and briefly the e%ddenco in support of Ji, 
should, in the first instance, be given to the accused, and his explanation 
or defence should be obtained m writing, 

II. If any punishment is iniaieled, the order of punishment must in- 
variably be in ivntingf nml a copy of the w’hole order, except when there 
are several oliVnders, in which ease a copy of at least so much as relates 
to each individual, must be ftiriiibhcHl to the j>erson punished. The 
order should be in Engliwsli, in the handwriting of the officer who passes 
it, and shoxild, in every case in wffiich the punishment is dismissal or 
any other severe penalty, give — 

briefly but clearly the facts and history of the case, 

(h) ih(* charges against the accused, 

(r) a summary and examination of the evidence in support of 
those charges, 

(d) the uioiives which are supposed to have influenced the accused, 
and 

(c) the opinion and decision of the officer passing the order upon 
each charge. 

In the summary and examination of the evidence given in the order, 
the defence of the accused must be carefully and fully dealt with, and 
in the final opinion and decision expressed in the order, consideration 
should be given to the service and character of the person whoso conduct 
was under enquiry. 

i III. In some cases it may not be necessary or possible to take all the 
steps proscribed by this rule/ as for instance, when a man is dismissed on 
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’facts elicited at a judicial trial, or when a man absconds with an accusa- 
tion over bis bead, or when tbe irregularity is not of a serious character 
and tbe evidence is conclusive. If, however, any penalty is imposed, 
the order imposing it must invariably be in writing^ and if a depart- 
mental punishment is inflicted for a criminal offence, the reasons for not 
prosecuting the offender must be recorded either in the order of punish- 
ment or separately. 

Note 1.—- An official charged with incompetence, may, if necessary, be made to undergo 
a written examination in the subjects with which he should be acquainted for the proper 
discharge of his duties, and in the case of a sorting clerk, he rnay further be subjected to 
a practical test in sorting by means of dummy cards, being required to sort a given number 
cf cards in a given time, in the presence of the officer making the enquiry. 

Note 2. — In judicial trials it sometimes happens that some censure is passed on a 
public servant in a side remark from the Bench, which he has no opportunity of answering, 
or which the presiding officer may not have thought of sufficient importance to require 
verification. Such a remark should not be taken as a delibeiate judgment, and unless 
himself convicted at a judicial tiial, an officer should always be given the opportunity of 
defending himself against any imputation that he may have therein incurred. 

^ lY. It should be borne in mind that dismissal carries with it the 
further penalty of debarring the dismissed person not only from re- 
employment under Government but also probably, from obtaining any 
other employment, and that this disqualification does not apply in respect 
of a person removed or discharged from Government employ, or whose 
services are dispensed with. In awarding punishment, therefore, officers 
should differentiate between cases in which the one punishment or the 
other is called for. 

Note. — ^These instructions are based on the following orders of the Government of 
India : — 

2, His Excellency in Council desires to direct attention to the distinction that exists 
between the removal or discharge, and the dismissal, of a public servant. Bemoval from 
office for such a cause as unfitness for the duties of the office need not usually entail any 
further consequences. It ought not to bar re-appointment to another office for the duties 
of which the person may be suited, and it should not be accompanied by any subsidiary 
orders which would operate as such a bar or otherwise prejudice the person in question. 
Bemoval should be the penalty in all cases where it is not thought necessary to bar future 
re-employment under Government. 

3. In cases of dismissal, on the other hand, the effect of the order should be to preclude 
the dismissed officer from being re-employed. — Home Department Eesolution No, 10 
{Puhlic) 917-9^6 f dated 16th June 1895 Icommunicated to the Director-Oeneral under 
Financial Department No, $017 -P., dated 27th June ISOS’], 

Y. It may be that the circumstances of a case are such that an accused 
person should be allowed the option of resigning his appointment in the 
Post Office. If so, and if he then voluntarily tenders an unconditional 
resignation, this should be accepted without comment. A conditional 
resignation should not he accepted. If a person resigns his appointment 
subject to any terms, or under protest, the resignation should not be 
accepted, and he should be dealt with on his merits, the fact that he was 
given the option of resignation being mentioned in the order of punish- 
ment, 

YI. Copies of all punishment orders affecting the pay of the official 
punished (except in the case of fines) should be sent to the head office 
from which his pay is drawn and also to the postmaster of the head 
office in whose custody the service book or service roil of the officer con- 
cerned is kept. 



Chap. 10.] 


PUNISHMENTS. 


253 


586. Appeals to liigher authority —An appo i] to higher, 
authority lies against any order imposing a penaltv, irre^peetive of the 
character of the ofiFeoco for whicli the penalty is inflicted. Every officer 
wishing to appeal iinist do so separately, and the appeal can he made 
.only in respect of -matters in which he has a personal interest. Joint 
appeals are inadmissible, hut there is no objection to an identical appeal 
being made by more than one officer, provided tlie circumstances and 
conditions of the case as represented in the appeal apply personally to 
each individual officer by whom it is submitted. Appeals must "not 
contain any irrelevant matter; they should be clear and cfmcise and 
couched in respectful language, and should be, whenever practicable, 
written in English, 

II. Every appeal mnst be accompanied by a copy of the order against 
which it is made, and must be submitted through the officer by whom 
this order was passed (whether originally or on appeal) and addressed to 
the next high^'r a])pollate authority. jPor instance, an appeal against 
an order originally passed by an Inspector must, in the first instance, be 
submitted through him, be accompanied by a copy of his order, and be 
addressed to the Superintendent. If the appellant is dissatisfied with 
the Superintendent’s order on his appeal, it is open to him io appeal to 
the next higher a])pellate authority, i.c., to the Postmaster-General, and 
the appeal to that officer must be submitted through the Superintendent 
and be accompanied by a copy of the Superintendent’s order. The next 
higher and fiinal appellate authority in the Post Office is the Director- 
General, and an appeal to him must be submitted through the Postmaster- 
General and be accompanied by a copy of the Postmaster-General’s order. 

Note, — ^For the purposes of appeal, an appellant is entitled to be supplied with the 
following documents : — 

(a) a copy of the memorandum of charges given to him before he was punished 
[rejeired to in rule 655-1) i 

(5) a copy of his explanation or defence [referred to in rule 5S5-I ) ; 

(c) a copy of the original order of punishment, or an extract therefrom relating to 

himself (referred to in lule 615-11) ; and 

(d) a copy of the nppellato order of the authority to whom an appeal has been made, 

or an extract therefrom, at the disci et ion oi the officer to whom the order is 
sent for communication to the appellant [referred to in pnra, VI of Me rule). 

III. No appeal lies to a higher authority except against the order of 
the next lower authority. For instance, in the illustration given in th(' 
preceding paragraph, no appeal against the Tnsjiector’s order lies to the 
Postmaster-Geueral unless or until the Superintendent has been previons- 
ly appealed to. 

IV. There is no objection to an appellant forwarding direct to the 
appellate authority a copy of an appeal, the original of which has been 
submitted through tbo proper channel, provided the copy is marked as a 
“ duplicate.” If not so marked, the officer receiving it should send it 
to the authority through whom it ought to have been submitted for 
return to the appellant, with an intimation that any representation 
which he may desire to make to higher authority must be submitted 
through the proper channel. .When an appeal is returned under this 
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.rule to the appellant, lie should he expressly told to what officer it shohld 
he sent. 

]^OTE. — applies also to petitions, representations and applications addressed to 
the T>irector-General by peisons who have left the Post Office, or whose services have been 
dispensed with, or who have been discharged or dismissed. All such communications must 
be submitted through the Head of the Postal Circle under whom the persons were last 
employed. 

V. The officer by whom an appeal is received for onward transmission 
should forward it, if it is in order, to the appellate authority, accom- 
panied hy a report giving — 

(а) the appellant’s name, designation, service and pay, and 

(б) a statement of the facts of the case ; 

and to the report should be appended the undermentioned documents: — 

(c) A copy of the memo, of charges given to the appellant before 

he was punished, together with a copy of his explanation or 
defence. If, for any reason, no memo, of charges was 
given to the appellant, or if his explanation or defence was 
not obtained, the reasons should be fully reported td the 
appellate authority. 

(d) A copy of the original order of punishment, i.e., the order 

passed under rule 535-11. 

{e) In the case of second and subsequent appeals, a copy of the 
appellate order of the authority through whom the further 
appeal to higher authority is submitted. This document 
should accompany the appeal submitted by the appellant; 
but if there has been any omission in this respect, it should 
be supplied by the officer through whom the appeal is 
forwarded. 

(/) In the case of an appeal against the appellant’s removal {see 
Note to rule SSo-IV) or dismissal from the public service, 
his service book or service roll, together with his character 
sheet, if he was an official respecting whom this record is 
required to be maintained. These documents should be 
obtained or supplied (as the case may require) by the 
authority who passed the original orders appealed against 
and through whom the appeal must be submitted in the 
first instance — vide para, II of this rule. If the service 
book or service roll has been sent to the Circle Audit Office 
in accordance with the provisions of rule 496-V, it should be 
obtained for the purpose mentioned above from the Deputy 
Comptroller concerned. If an appeal, or any of the docu- 
ments accompanying or sent with it, is in vernacular, an 
English translation of the document should be appended. 

Note. — No appellate authority below the rank of Postmaster-General may withhold an 
appeal addressed to a higher authority, provided it satisfies the condition that it is made 
against an order of the authority through whom it is submitted; and the only cases in 
which the Postmaster-General is authorised to withhold an appeal are those specified in 
the next rule. The fact that an appeal contains irrelevant matter, or that it is wanting in 
clearness, precision or respect, or that it is otherwise open to exception, are points to 
which the attention of the appellate authority to whom it is addressed may be drawn by 
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the authority submitting it, but they do not constitute grounds on whi^'h the latter may 
* withhold or return the appeal to the appellant. 

VI. It is open to the appellate authority to uphold or modify the 
orders appealed against, and also to enhance, on appeal, the pnnislnnent 
awarded by a lower authority. In every case the appellate auihorily 
, should pass loritidn orders on the appeal and the orders should be com- 
municated, through the officer from whom the appeal was received, to 
the appellant. If the appellate authority decides, on appeal, to reverse 
an order of dismissal, he in ay declare that the past service of the re- 
instated officer shall count, or that the dismivssal reversed shall be held to 
have been suspension followed by reinstatement; otherwise dismissal in- 
volves forfeiture of previous service. In the case of an appeal against an 
order of removal or dismissal if the appellate authority rejects the appeal* 
the documents received by him under clause (/) of the preceding para- 
graph should be reiained in his office as part of the records relating to 
the appeal, so as to be available for transmission to higher authc^rity 
should the appellant carry his case further; and Ihe same procedure 
should be followed by each successive appellate anthoriiy who upholds 
an order of removal or dismissal, including cases in wliich an order of 
dismissal is modified, on appeal, into one of removal from the service. 
If, however, an appellate authority, at any stage, reinstates an appellant 
removed or dismissed from the Beparimont, ihe sorviee book or service 
roll and character shoot should be returned to Ihe proper quarter for 
custody in the usnal course. 

587. Appeals to tlie Director-General.— The instructions in 
the preceding rule apply also to appeals addressed to the Director- 
General. 

II. The Postmaster-General is, however, vested with discretionary 
power to withhold appeals to the Director-General in the following cases; 
and whenever this pow<‘r is exercised, the fact and the reasons for it 
should bo communicated to the Director-General and to the appellant: — 

(a) In the case of a transfer ordered otherwise than as punish- 

ment. 

Noti. — T he mere fact of trant^fer to whi(‘h every postal official is liable 
as a condition of his service rannot, in (»rdinary be made a 

ground of rj)])cal to the head of the Department; but an appe»il lies to the 
! >ire<.tm-r>oneral in the case of a tiansfcr expressly ordered a* a punishment 
for a particular offence^ or in the case of an officer fietpiently transferred at 
shoit intervals and who makes this the giound of his uppeaL 

(b) In ilie case of a yu'obationer, whether paid or unpaid, re- 

moved from the Department as having proved himself unfit 
for ptumjanenl employment in the Post Office. 

Noit.— T hi* does luit include oases in which a probationer is discharged 
or dismissed on account of some spe(ifi(‘ olfenre, whether proved or sus- 
pected, e.ff.f participation in a fraud at a post office. 

(c) In the case of an extra-departmental agent whose wservices are 

no longer required for postal purposes bf^cause his work 
was unsatisfactory, or, because the appointment^ held by 
him has been converted into a departmental appointment. 

Note.— T he Note to clause {b) preceding applies also to Ibis clause. 
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[d) In the case of voluntary unconditional resignation of his an- 

pointment by an officer. 

Note. — S ee rule 535- V. 

(e) In case an appeal is illegible or unintelligible, or contains 

language which, in the opinion of the Postmaster-General, 
is disrespectful or improper. 

(/) In case a previous appeal has been disposed of by the Director- 
General and a fresh one is submitted disclosing no new 
facts or circumstances affording ground for reconsideration 
of the orders already passed. 

Pines, transfer, and degradation. 

588. Powers of ofllcers to impose Janes— Fines may be 
imposed on all officials of the Department except those employed ex- 
clusively on clerical work. 

II. Postmasters-General and Presidency postmasters have discre* 
tionary authority in regard to the amount of the fines imposed by them. 
They should bear in mind, however, that officers whose pay is RlOO 
a month and upwards should not ordinarily be punished by fine. 

III. Fines to the extent of a week^s pay in each month may be 
imposed by a Superintendent on any official under his control to whom 
this form of punishment is applicable, and by a first class head postmaster 
on members of his office establishment: provided that in no case may 
those officers impose a fine on any subordinate whose pay is RlOO or 
upwards. 

IV. Second class postmasters and sub-postmasters on R150 — ^200 may 
be given by Postmasters-General the power to punish by fine officials 
subordinate to them, drawing R30 a month or less. 

V. Fines to the extent of a week’s pay in each month may be imposed 
by other Inspectors and head postmasters on any of their subordinates in 
inferior service, and on any postman or village postman subordinate to 
them. 

Note 1, — The only offices which should be considered as possessing establishments 
employed exclusively on clerical work are (1) the office of the Head of a Circle (not includ- 
ing the Dead Letter Office, the Stock Depot, or the Postal Press, even when technically < t 
actunl^y these offices or any of them form part of the office of the Head of the Circle), 
and (2) the office of a Superintendent. 

Note 2. — The Postmaster, Rangoon, is authorised to exercise the powers of a Presi- 
dency postmaster in respect of officials under his control. 

689. Punislimeiit Iby Jlne to be discouraged.— Great discre- 
tion should be exercised in the infliction of fines. Nothing can be more 
calculated to discourage the individual, or to demoralise the Depart- 
ment, than deductions from pay for every petty oversight or error, irres- 
pective oi the circumstances which led to its commission. Bad work 
can properly be treated by censure, by the withholding of promotion, 
and in other ways; but punishment by fine should be discouraged and 
resorted to only on rare occasions for perverse or repeated neglect. 

Note. — ^Pines should never he imposed^ on extra-departmental agents. If an extra- 
departmental agent will not work satisfactorily, his services should be dispensed with. 
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540. Transfer. — A i*ostiuasti‘r-G<>iu‘T.'il nijjy by way of 

pun ihb meat, any official su])ordinaic to him, fToin one appointment to 
anotlier within bis ciiclc. A Rii])Oiiiiit‘ndoni or Inspector \h iialcpcndont 
charge^ may traiisi^w, for similar loaains, any official whom lie h 
authorised to appoint, from one (dace io anollier witliiu hi^- dimshai. 

S4L Heduction to lower grade.— A Po^tma-rer-denoial, 

Presidency^ jiostmasiet, bisi (lass poMinasiei, Sup*‘i mbmdenf, or 
Inspector in iiKlepomlcut ihaigt‘ ma\, In ( ust s yhere incomp(hm<y, 
gross carelessness, insubordinahon or talier ^^iTious fanlf i- proved, re- 
duce to a lower grade any j/otson whom lo* aiiiljori>ed io appoint. 


Suspension and dismissal. 

542. Powers of officers to dismiss.— Posfmasters-nencral, 
Presidency postmasUn^, tirst tla'^sbead podmasteis Supm inleiulf^nts, and 
Inspectors in indepondeiii charge have the power to dismiss those whom 
they are authorised to appoint. 

II. Subject to the approval of the Superintendent an Inspector or 
head postmaster subordinate io the Superintendent, may dismiss ])ost- 
men, village postmen and runners. In the case of postmen and village 
postmen, the approval of the Superintendeni must be obiaimd before tbo 
dismissal is ordered, w^hile in th(' ease of runners it will rest with tlie 
Postmaster-Genm‘al to decide whether the Superintendent’s approval 
must be prior to the ordm*, or not. 

Note.- -When a schoolman tor in charce of bramh ofFue h disinis od, j iemo\od 
from postal woik, the fact, together with the circumstances which led to it, should in 
every case be reported to the Postmaster-General, 

543. Suspension pending enquiry.— Ordinarily when a 
charge entailing dismissal is made against an official, he should be 
suspended ponding the result of enquiries into his alleged misconduct. 
It is very important that cases of this kind should be promptly disposed 
of. Every instance in wdiich an official in superior service, other than a 
postman or village postman, is kept under susj)ension for a period ex- 
ceeding fifteen days, must be reported to tbe Postmaster-General, and in 
the case of a ]>ostman or village postman, a similar report must be made 
to the Superintendent. 

II. Suspension from pay, as a final penalty, is prohibited. 

544. Powers of ofllcers to suspend. — Postmasiers-Generab 
Presidoncj’^ postmasters, first class head postmasters, Superintendents and 
Inspectors in imh'pendtmt charge have the power to suspend those whom 
they are authorised to appoint or nominate. In emergent cases any 
officer, though he may Tiot have fhe power to suspend, is authorised to 
place any one subordinate to him t(mi])orariIy out of employ, a report of 
the case being immediately made to his immediate superior for orders; 
if the official suspended is in superior service and above the rank of a 
postman or village postman, the report should he m^ide by telegraph* 
if possible. 
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545. Copies of orders to be sent to the Circle Audit 
Oflaice. — A copy oi tlie older suspending an o&cial in superior ser\ ice 
(other ilum a i^osinian or vilia^S’c ])osiiuan), and olso a copy of the 
order rehislating or dismissing liiin, should be fol^^ aided, at the lime, by 
ihe of&cei issuing the oidei to the Ciicie Audit Oihee, to enable him to 
audit the allowances payable to tie official concerned, and to know 
whether the period of suspension may count for pension or not. In the 
case of a postman or village postman, copies of the orders must he sent 
to the head office at the head-quarters of the district in which he is 
employed, for entry in the service roll. 

II. The rules regulating the allowances payable to an officer under 
suspension will be found in Chapter X of the Civil Service Regulations, 

546. Suspension not invalidated by omission of formal 
order. — It may occasionally happen that, in appealing against an order 
of suspeusion or dismissal, the applicant may state that he was never 
formally suspended, owing to neglect on the part of the officer who had 
authority to suspend him to give a specific written order of suspension. 
Mthough the order suspending an official should invariably be given in 
writing, the absence of a written order docs not invalidate the fact of 
the suspension, when it is practically carried out by the removal of the 
official from the performance of the duties of his office. 

547. Liability to dismissal on account of discreditable 
money transactions and indebtedness.— Private money trans- 
actions between officials of the Department, and especially between 
superiors and inferiors, are strictly forbidden. When any such transac- 
tion on the part of an official comes to the knowledge of his superior 
officer, the latter should report the case to the Postmaster-General, who 
will exercise his discretion in disposing of the matter. 

II. Any official of the Department who engages in money transac- 
tions of a discreditable nature, or allows himself to 'fall into a hopeless 
state of indebtedness, or voluntarily contracts debts or obligations which 
he is unable to meet or is arrested for debt, or who has resort to the 
Insolvency Court, renders himself liable to summary dismissal, unless, 
in the case of an insolvent, it should appear that the embarrassments 
have been the result of unforeseen misfortunes, or of circumstances over 
which he could exercise no control, and have not proceeded from dissipat- 
ed and extravagant habits. It is no valid excuse for hopeless indebted- 
ness to show that it has been caused by standing security for friends, the 
plea which is frequently put forward in such cases. An official having 
resort to the Insolvency Court must report the fact of his insolvency 
without delay to his immediate superior. 

III. Cases where half the salary of a Government official is constant- 
ly being attached for debt, or has been continuously under attachment 
for more than two years, or is attached for a sum which, under ordinary 
circumstances, it will require more than two years to repay, have been 
declared by the Government of India to constitute such a state of in- 
debtedness as to render it undesirable that the debtor should be retained 
in the public service. In such cases a full schedule of the officer’s debts 
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sliould be obtained by the Superintendent, or by his immediate superior 
if he is not subordinate to the Supcrintendont, and submitted (through 
the proper channel) for the ordeis of the Director-General, with a 
report on the case dealing specially with the following points: — 

(1) What proportion the debts bear to the salary and to what 

extent they detract from the debtor’s etficiency as a public 
servant. 

(2) Whether the debtor’s position is irretrievable. 

(3) Whether it is desirable under the circumstances to retain 

him — 

(a) in the particular post he occupies, or 
(i) in any position under Government. 


Punishment register. 

548. Punishment register. — Presidency postmasters, Superin- 
tendents, first class head postmasters, Inspectors in independent charge, 
and Inspectors and head postmasters subordinate to the Superintendent 
must keep up a register containing particulars o£ all punishments impos- 
ed by them. The punishment register will show the names, designa- 
tions, and pay of the officials punished, the nature of their offences, and 
the penalties imposed, e.g., dismissal, degradation, transfer, fine, etc., 
and, in the case of fines, the amount of each fine. The pxinishments 
against each man should be entered together, one after another, and a 
total should be made of the fines — ^when more than one — imposed on eacii 
man. 

II. When a postman, village postman or runner is dismissed by an 
Inspector or head postmaster subordinate to the Superintendent, the 
approval of the Rxiperiniendent is necessary [sec ndc 542*17) \ and in 
such cases the dismissal should be shown in the Superintendent’s register 
at the time the order of approval is passed, as well as in that of the 
Inspecior or head postmaster. 

III. On the 1st of each month a copy of the register for the previous 
month should be forwarded to the Suf)ermtendenfc by Inspectors and 
head postmasters subordinate to the Superintendent, and by all othei 
otticials who keep a punishment register, to the Postmaster-General. In 
the co])y sent to tlie Postmaster-General all punishments affecting post- 
men, village postmen and inferior servants with the exception of dis- 
missals, should be omitted unless the Postmaster-General specially orders 
them to be included, (^ises of dismissal must always be included, as 
regards all classes of postal sc^rvants. 

549. Extracts from pumshment registers to fee sent to 
feead ofl&ces. — Bnperintendents and Inspectors must furnish each head 
office concerned with an extract from the punishment register, showing 
the names, designations, and pay of the officials fined and the flne.'^ 
imposed up to the 25th of the month, on which date the extracts should 
be forwarded to the head office. If no fines have been imposed, a blank 
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ioi:m sliould be sent to tbe bead office. Tbe extracts should be placed on 
record in the Lead office. 

550. Recovery of fines. — The postmaster of the Lead office should 
realise, by deductions made in the establishment salary bill from the 
pay of the persons fined, all fines shown in his own punishment register, 
and the fines entered in the extracts from punishment registers sent to 
him by other officers. 

Note. — ^Punishments inflicted by the Postmaster-General should be included in the 
punishment register of the Superintendent or first class head postmaster, as the case may 
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CHAPTER u. 
Estab’.ishments. 

Fixed establislimeiits. 

551. Powers of the Postmaster-General.— Rubjeci to ihi- 

general conditions (1) that the allotmen-ls plaecul at hi-> disposal aie no^ 
exceeded and (2) that the surplus income ot the office^ (‘onceined or, if the 
revision is in respect of the estaWishnient of a mail liius the surjdius 
incotne of the office or offices for the benetii of vhich the line is main 
tailied, is sufiicient to cover the additional expenditure involved and to the 
special conditions, restrictions and instructions laid down in the next 
rule, the Postmaster-General is empowered — 

(1) to sanction a contingent allowance for any post office up to a 

limit of RIU a month in each case ; 

( 2 ) ^0 sanction house-rent for a post office building up to a limit of 

k R50 a month, and also to reduce or abolish an existing 
Xjymts^-reni charge not (‘xceeding iliat amount ; 

(3) to sanction contract allowances for the carriage of mails up to 

a limit of lllOO a montli in ea(‘h case; 

(4) to create, revise and abolish all superior appointments on 5i50 

a month or less, where justified hy the standards of the 
Department, provided that the total additions to the cost of 
any one otlico or mail line sanctioned in any one year do not 
exceed RlOO a month; 

(5) to create, revise and abolish all inferior esiahlishimuit, where 

justified by the standards of the Department. But, 
wherever such revision of estahlislimenl involves an increase 
or decrease of more than RlOO a month in an;v one office or 
runner’s line, the case should be referred to the Director- 
General for sanction. 

— The “ surplus income ” must for this puipose be taken to be the amount by 
which the revenue of the office couceincd, accoiding to the Intest value return, exceeds the 
establishment charges of the office phis the establishment charges of the line, if any. whi<h 
serves it, after all these charges have been increased by 25 per cent. ; or, if the revision is 
in respect of the establishment of a line, the amount by which the revenue of the ofBt*e or 
offices for the benefit of which the lino is maintained, according to the latest value return, 
exceeds the establishment charges of the office or offices plus the existing charges of the 
line or linos maintained for their benefit, after all these charges have been increased by 
25 per cent. 

II. The Postmaster-General is also empowered — 

(1) to transfer snb or branch offices or lines from the jurisdiction ol 

nnp hpnd nffic.A to another: 
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(2) to cliange the name of a post office. (In the case of a com- 

bined office, the concurrence of the Diyisional Superinten- 
dent of Telegraphs should be obtained.) 

(3) to redistribute the establishment charges of the telegraph 

branch of any combined office, provided that the total of the 
sanctioned charges is not increased or decreased. 

552 . Special conditions, restrictions and instructions.— 

(1) The powers described in clauses (1), (2), (4) and (5) of para- 

graph I of the preceding rule cannot be exercised by the 
Postmaster-General in resp^ it of the telegraph branch of a 
combined office. 

(2) Attention must be paid to the orders issued from time to time 

by the Director-General with a view to regulate the con- 
tingent allowances of post offices. 

(3) An allowance paid to a contractor for the carriage of mails 

should invariably be sanctioned as a Subsidy for the con- 
veyance of mails. 

(4) Ko allowance of the kind referred to in the preceding clause 

should be increased with effect from a date earlier than that 
on which the existing contract is due to expire. 

(5) No alteration in the pay of a sub or branch postmaster should 

be sanctioned unless it is fully justified by the minimum 
rate as indicated by the point system after careful check of 
the figures in the statistical statement. 

(C) The orders issued from time to time by the Director-General 
with regard to the time-test should be carefully observed 
and attention should be paid to the following special instruc- 
tions : — 

(a) Under the general rule governing the application of 
the time-test to the work of an office other than a 
very large head' office, a clerk is ordinarily con- 
sidered to be admissible roughly for every 5 hours’ 
work of the classes covered by that test. This 
small quantity of work has been fixed partly in 
order to provide a margin for the classes of work 
(correspondence, enquiries, treasury, accounts, 
mail and deposit) which are not covered by the test 
and partly because the work of such an office is 
generally not continuous in any department. It 
follows, therefore, that, if an office has a depart- 
ment or departments with practically continuous 
work, the work of this department or departments 
must be treated specially and a clerk allowed for 
not less than 8 hours’ work, the margin provided 

* Note.-— In the case of a very large head office, a clerk is allowed roughly for every 
8 hours' work in the Sorting and Delivery departments and for every 6 hours* work in the 
other departments included within the time-test and a separate clerk or clerks or part of a 
clerk for the departments outside the scope of the test. 
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by allowing a dork for o bom ^\(^‘k in iho 

other depart nioiifs taken tog(*nter beiiitr suliicieTii 
for the dasM-'fs ot \\ojk not eoveied ly tlie time-iest. 
An example oi an oilice ol the kind eonieniplatod 
above would be a laige soiriiiif olHee. Tlu^re me 
niany ohiet^s where both .soiling and deli\ery aie 
piactieally coni in non 

(h) 111 the ease of huge to\\ii sub-nlUct^s, a derk must be 
iakeii roughly us (*t|nal to \> ]n)lu^’ voik ot the 
dasbes covered b}" the lime-teM. 

(cj Except in the case ot large Inwl ofiices, the Deputy 
postmaster niuot ahvays ])(‘ counted on as equal to 
2 to o hours’ work of ilie das^(‘s co\end by the 
time-test, 

(d) A sorting postman should not l;e em])loyed in an office 
iiiile.ss the clerical work in the J)(*livery dt^part- 
ment is practically continuous, but when such an 
official is employed lie must always }>e taken as 
equal to 8 hours’ work in that de])artment. 

(7) In calculating the number of postmen and letttT-hox peons that 

are required for an office having regard to all tlie ciumm- 
stances of the locality, it should Ix^ remembered that ordi- 
narily sudi an official may properly be re(|uired to walk at 
least 10 miles a day with a total atiemlance of at h‘ast 8 
hours. 

(8) The minimum pay of clerks, overse(H’s, postnuui, village post- 

men or inferior servants in a cirde may not he raistxl with- 
'out the Diiector-General’s sanction and no a])poiutntents in 
these classes should be created on rates oi pay which are not 
recognised ratt\s, clerkships on lU)f) and Rio, and 

appointmenls of postmen, village postmen, etc., on rates 
including a fraction of a rupee. 

(9) No appointmeiii of any class may be added to the staff of the 

Postmaster-General’s office, the Dead Letter Otlico or the 
Stock Depot without the sanction of the Director-General. 

(10) Every proposal for the employment of a town Inspector, of 

an additional clerk in a Buperinteiulent’s office or of a pro- 
bationary postman must l)e submitted for the Director- 
General’s orders. 

(11) No appointment to which a local allowance, house-rent allow- 

ance, conveyance allowance, horse allowance, water allow- 
ance or any other kind of allowance, is proposed to be 
attached can he created by the Postmaster-General nor can 
such allowances he sanctioned by him for existing appoint- 
ments. 

(12) No inferior appointments of an unusual nature, malis, 

bhistis, sweepers, chowkidars, etc., may be sanctioned by the 
Postmaster-GcneraL 
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(13) All new inferior appointments created by the Postmaster- 

General should be on the accepted minimum rates of pay, 
and the same rule should be followed in the case of new 
appointments of postmen and village postmen except in 
large oflB.ces where a flow of promotion has to be provided. 

(14) In all cases in which runners are employed solely for the 

benefit of a single office, they must be sanctioned as part of 
the establishment of that office. 

(15) When any portion of a proposal submitted by a Superintendent 

or 1st class head postmaster and accepted by the Postmaster- 
General requires the sanction of the Director-General, the 
whole proposal must be submitted by the Postmaster-General 
for the Director-GeneraPs orders. 

(16) Arrangements should be made to ensure the correctness of 

iigures in value returns and statistical statements and to see 
that they have not been manipulated in any way. 

553. Preparation of proposition statements. — Every pro- 
posal for the creation, revision or abolition of fixed evstablishments (includ- 
ing the establishments of the telegraph branches of combined offices) 
should be made in the form of a proposition statement and the instruc- 
tions laid down in this rule should be strictly observed in preparing 
proposition statements. 

II. Great care should be taken to see that all the prescribed parti- 
culars are correctly and completely supplied and that the grounds on 
which the proposal is based are clearly and fully stated. When the 
proposal relates to the postal establishment of a combined office, the 
telegraph establishment should be shown in the grounds of proposition, 
and uice versa. 

III. In the case of a proposition statement relating to a head office or 
a very large sub-office, the establishment charges of the office should be 
divided into the four classes shown below and details should be given 
only in respect of the particular class affected by tlio proposal, the cost of 
the other three classes being represented by a lump figure in each case : — 

(1) clerical establishment; 

(2) delivery establishment ; 

(3) inferior establishment; 

(4) other items (e.gr., contingent allowance of the office, house-rent, 

subsidy for conveyance of mails, etc.). 

Below the total cost of the office should be entered the cost of other 
establishments under the head office and this should be followed by a 
grand total. If the proposition statement relates to a head office, the 
item ^^other establishments under the head office ” should comprise all 
the sub and branch offices and lines and any other establishments under 
the head office (e.g., the office establishment of the Superintendent), 
while in the case of a proposition statement relating to a very large sub- 
office, the item should comprise the head office, the remaining sub-officea 
and all the branch offices and lines and any other establishments under the 
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liead office. In the case of a proposition staleiueui i elating io a snh-oiiico 
other than a yeiy large one or to a brancdi oilice oi* to a line* or to the office 
of the Superintendent, deiails should Ix^ gi\f*u of tlie e'^laldishment 
charges of the suh or hraiudt oflice or mail line (onceined or of the Super- 
intendenths office, as the case may he, and below tlie ioial co^t ot the office 
or line should be entered Ihe cost ot otlnu’ e'-iablishuienis under the 
head office’^ (calculated on the same princi])le in tin* case a pro- 
position statement relating to v(*rv ]aig(^ ^ub-o(Hcej and this ‘'bould be 
followed bj a grand total. In all ca^es the grand total should always 
represent the wffiole cost of the head olfice and oi all otlitx^s and 1ine> and 
other esiablishments under it including tlie (*ost ot' the telegiaph estab- 
lishments of combined offices but excluding tbo pay (»f officers wlu» pie- 
pare their own salary bills. When a proposition statement is ]>repared 
by a Superintendent, the grand total figure should 1)e a‘,(*ertained from 
the head office and l)y deducting from it ihe ttdal cost of the office or I*ne 
tc which the pjoposition statement relates, th(^ cost ol “oilier establish- 
ments under ihe head office ’’ should be obtained. Tbc‘ bead ofii(*e should 
not bo asked for any information except the grand ioial. 

Note. — In filling in figures in tho column headed Present scale ” of a proposition 
statement. nr> account should be taken of pjoposals affe(tina the office or line to which the 
proposition statement relates or of pronofeals affecting other ofiice.'* or lines uiuler tho 
same head office that may have been previously submitted and aie still pending oider^. A 
note should merely be made showing the numbers and dates of the pioposition statc‘ment49 
with which the ponding proposals ^ere submitted. 

IV. When it is proposed to wise Ihe pay of any considerable number 
of appoininients of any simultaneously, a separaie ]>roposition niate- 
Tuent should not be submiited for eaeb office or line to winch the appeint- 
ments are attached. In such a case, a single siatement according to tbe 
specimen given below, sbonld be submitted : — 


Postmen and village postmen. 


Names of head and sub offices. 

Present scale. 

Proposed scale. 

! lucrease. 

1 

Agra head office. 

rt. p. 

R a. p. 

j i? a. p. 

Tundla sub-office . 

1 postman .700 

1 postman ,700 



1 do. .780 

o 

o 

) 


1 village post- 

1 village pfjsfc- 

[ 10 0 


man .780 

man ,800 


Allahabad head office. 




Bharwari suo*office • 

1 iio&tman ,880 

1 postman . 0 U 

0 8 0 


and bo on 



V. In Ihe ease of an appointment on progressive pay, tlu* amount to 
be shown in the column of the proposition sfcalement headed “Average 
cost is the minimum pay two-thirds, or if the appointment is a 
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ministerial appointment, 'plus tliree-fourtlis, of tlie difference between tie 
minimum and tie maximum pay. 

YI. In tie case of an office or line wiici is sanctioned for only a 
portion of eaci year or whose cost is higher during a portion of a year 
than during the rest of the year, one-twelfth of its total cost during tie 
year should be shown as its monthly cost in the proposition statement. 

YII. When it is proposed to transfer a sub or branch office or line from 
the jurisdiction of one head office to that of another, two proposition state 
ments should be submitted : {a) one for the abolition of the office or line 
under its old head office, in which the total cost of the head office with 
the existing establishments under it, including that of the office or line 
in question (the latter in detail) should be shown in the column headed 
Present scale,’’ and the total cost excluding that of the office or line to 
be transferred in the column headed Proposed scale” and (6) another 
for the creation of the office or line under its new head office, in which the 
total cost of that head office with the existing establishments under it 
should be shown in a lump sum in the column headed Present scale” 
and the total cost including that of the office or line in question (the latter 
in detail) in the column headed Proposed scale.” 

Exception. — No proposition is required in the case of a proposal which involves merely 
a change in the designation of a sanctioned appointment in any office, e.g., a proposal for 
replacing an appointment of postman by an appointment of village postman on the same 
pay j or in the cases of proposals for changing the name of a post office or for transferring 
head office with all its existing sub and branch offices from the jurisdiction of one 
circle to another. In all these cases an application by letter is sufficient. 

554. Submission of proposition statements to tlie Post- 
master-G-eneral. — Every propositiou statement prepared by a Super- 
intendent or 1st class head postmaster should he submitted to the Post- 
master-General through the Deputy Comptroller, Post Office, at least two 
months in advance of the date from which sanction is desired. 

II. Every proposition statement involving an increase in the cost of 
an office should be accompanied by a value return of the office in the 
prescribed form, except when on account of the importance of the office 
and the smallness of the proposed increase this course appears unneces- 
sary, hut in such a case the reasons for omitting to submit a value return 
should be briefly stated. Every proposition statement involving an in- 
crease in the cost of ^ line should be accompanied by a value return or 
returns of the office or offices, as the case may he, for the benefit of which 
the line is maintained. 

III. In every case in which a proposal for an increase in expenditure 
has,^ under the orders of the Director-General, to be supported by a 
statistical statement, care should he taken to see that a statistical state- 
ment in the prescribed form is submitted with the proposition statement 
to the Postmaster-General, 

555. Submission of proposition statements to the Direc- 
tor-General. — Proposition statements should be prepared in the office 
of the Postmaster-General from the proposition statements received by 
them from Superintendents and Isfc class head postmasters and should be 
submitted to the Director-General direct (and not through the Deputy 
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Comptroller, Post Offioo) with the following jiote wriltc'U on lL»'iu ahov© 
the Poslmaster-Generara signature: — 

“The entries in the column heaclerl ‘ -cdle' ha\e been 

copied tiom the propo'-ilion sta(i‘ii..uii <,1 ilie"--! — — . 

Iti'vj .on , , 1 i i ~tx , n . 

nu^tfr; ; iioHi uie LcTiiprioiM r, 

PobI OflifHs , willi iii> vi‘i ificalion note 

No. dated ike 

Every proposition piatement sliould ko snkiuitfoj io Ike Director- 
General at least six weeks in advance ol tke dale ii oai whick sanction is 
desired and sliould lie accompanied by a c<ypy oi tlie letnru and a 

copy of the statistical statement, if any, refeu< d to in ike pieceding rule. 

556. Sanctions to proposition statements.— If a proposal 
submitted to the Postmastor-Geneial is approved by bim and does not 
require the sanction of ilie Director-General, ke sliould N'lUc an order of 
sanction io ilie ofiicer who submitted ike ]>roposal, sending copi(‘s of it 
to the head postmaster concerned (unleSvS the proposal was submitted by 
that officer) and to ike Deputy Comptroller, Post Office. The order of 
sanction, which should be numbered according to a separate series, 
should specify the date from which it should be carried into eltcct. Under 
no circumstances sliould ellect be given to the sanction from an earli<T 
date and it should hardly ever be necessary, to carry it out from a later 
date. When, how'ever, in an exceptional ease, the latter course Is 
absolutely unavoidable and the sanction involves an inciease of expendi- 
ture, a report should bo submitted immediately io the Postmaster-General 
stating the date from which the sanction will be carried out and this date 
should, at the same time, ho intimated to the liead office concerned. On 
receipt of this report, the Postmaster-General should inform the Director- 
General and the Deputy Com])trol]er, Post Office, of the revised date of 
effect without delay. If, however, a decrease in expenditure is involved, 
the Postmaster-General should issue a revised sanction, sending copies of 
it to the Director-General, to the Deputy Comptroller, Post Office, and to 
the head office concerned. 

N.IS , — No sanctions to the creation, revision or abolition o£ fixed ostablishmenta 
should be issued by the Postmaster- General during the last five days of any month or 
during the hist fifteen days of January of any year and caie should be taken to see that 
copies of all sanitions actually issued by the Postmaster-( General each month zeueh the 
Deputy Compti oiler, Post Office, before the end of the month. 

II. If a px'oposal wffiich requires Ilie Direct or-Gonerars orders is ap- 
proved by him, the Postmaster-General will receive an order of sanction, 
numbered according to a separate series, in which the date from which it 
should be carried out witl be specified. A copy of this order should be 
communicated b> the Postmaster-General to the officer by wdiom the pro- 
posal was submitted and another to the head postmaster concerned (unless 
the proposal was submitted by him). If for any reason, the sanction 
cannot be carried out from the date specified by the Director-General, a 
report should be submitted at once to the Director-General stating the 
date from wffiieh the sanction wdll be carried out and this date should at 
the same time be intimated to the Deputy Comptroller, Post Office. 

Note. — sanction involving an increase in expenditure which has not been carrieif 
out within a year of the date specified in it requires renewal by the sanctioning authority. 
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557. Montlily statement of sanctions issued by the Post- 
master-Generai. — A inontlilY statemenb in the prescribed form should 
be submitted by the Postroast er-G-eneral to the Director-General through 
the Deputy Comptroller, Post Office, poffitirely on the 1st oj each month. 
This statement will show details of all sanctions to the crediion, revision 
or abolition of fixed establisliments (including the permanency of experb 
mental establishments) actually issued by the Postmaster-General during 
the preceding month and the balances of his monthly and annual allob 
ments for fixed establishments after taking into account (1) all sanctions 
issued by the Director-General and received by the Postmaster-General 
during the month to which the statement relates, and (2) the amounts 
held under pledge on account of experimental establishments. The num- 
ber and date of the last sanciion of ihe Director-General taken into 
account should be cited. One of the Personal Assistants to the Post- 
master-General should be made personally responsible for the correctness 
of this statement and for its punctual submission. 


Experimental estaTblisliments. 

(iV.i?. The instructions contained in the following rules except 
rule ^70 do not apply to offices opened for pioneer purposes and 
establishments converted from ^‘provisionally Imperial into expert-^ 
mental which are governed by special rules*) 

558. Powers of the Postmaster-General. — Subject to the 
special conditions, restrictions and instructions laid down in the next 
rule, the Postmaster-General is empowered — 

(1) to sanction the opening of experimental offices and their con- 

tinuance up to a period not exceeding two years, and 

(2) to make an experimental office permanent, provided that it 

fulfils the conditions of self-support. 

559. Special conditions, restrictions and instructions.— 

(a) jSTo experimental post office, postman or village postman may be sanc- 
tioiLed for a longer period than six months at a time and no extensions of 
experimental periods may be sanctioned unless there is a reasonable hope 
that the office or appointment will prove self-supporting at the end of two 
years, that is fo say, the first extension may not be sanctioned unless, 
during the period of the original experiment, there was a development of 
new revenue of an appreciable amount with reference to cost, the second 
extension may not be sanctioned unless the revenue during the first 
extension was appreciably in excess of that during the period of the 
original experiment and the third extension may not be sanctioned unless 
the revenue during the second extension was appreciably in excess of that 
during the period of the first extension. 

Note. — T he cost of an office is for this purpose to he taken as exceeding by 25 per cent, 
the total of the actual establishment charges of the office and of the line, if any, by which 
it is served, while the cost of an appointment of postman or village postman is the pay of 
the appointment. 

(6) The expenditure on account of sanctions accorded by the Post- 
master-General flus the expenditure on account of sauntiong accorded by 
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Ite l)irc‘C*^oi-(7eijeial may ijoi (liuint* uii\ y\ti t a< , I<^1n <‘ii1 

e^perimoiiial estal)li^lun<*i>is a( iin* i -I »“}«». ,j| \ <j is|H»^aL 

(c) Exropi ill fha ease ol ax|><^i iuu-ntal opaiUMl iij 1 /avb'^, 

no oxpOTiiaonI al oilioo may 1)(‘ linuh^ |aMinaiu‘iii th«* hf a 

. wliieli it has (l(‘v (‘]o'])f‘<l o\(*(*{‘(ls hr fohU ila^ t*4uhli'limr{il (*haifr^*'=' 

of Iho office aiul ot file line, if any, hy ahiclj it i-, Mnved. Siinilajly, no 
appointiHout of expcrinimiial i>o‘'finaii or \illa^>e nnu be 

tionod pennanoiitly unless tlu^ tn fr i(*\t‘nue whieh tlje ueation of the 
appointment has cleroloped a I leasi ecpialsllu \nn of (he aj)]ahntinejii , 

(d) In the case ot an {*\peiinieuial olfiee opened in a ih<^ 

condition as to luw retenne is not ordinarilr ap[>lifahle. Belon^ -auc- 
tioning the penuamuiCY (d such ixn offices ihe Ih»st riiasitu'-^ icneial must 
satisfy liimself that an ('f!i(*e is really veijulred pei mainuif]) in tln^ locality 
in which it has been opened. Tlu' Poslina^tci-fjremoa! nnist also in eaidi 
such case exatuiue the position ot (existing otfice> neui the propoH*d office 
tviih a vietr to asceriaiii wlietlier some reduction in theii <*osi is not 
practicable. 

(c) The amounts held under pledge out of the Post mast (‘r-Oenerars 
allotments for fixed csialdisliments on account of experimental establish- 
ments sanctioned either by the Director-deneral or by the Postmaster- 
General represent the first cdiargcs against those allot rnents and the 
greatest care must, therefore, be taken in noting these amounts so that 
there may be no possibility of the allotments being (‘xceeded. 

(/) ArrangemontvS should be made to ensiirt* the correctness of figures 
in value returns and to see that they have not lieen manipulated in any 
way. 

560. Proposal for opening an experimental post office.— 

If the Superintendent has reason to believe that a post office is I'efjuired in 
any particular Iccality and that the new revenue to hi‘ created by the 
opening of the office will soon be sufficient to render it eligible for per- 
manency (.s'cc rnh 530), he should have value returns kept for two months 
of the paid and unpaitl unregisi<u*ed articles received for d<divery within 
the jurisdiction of the jmoposed ofiice, and when possible, also of the 
paid unregistered arliides despatched from tin* juri^'diction of the pro- 
posed office. The value return should be kept by the parent oifice oi the 
propowsed office. Frequentlv it will not be jiossible iu make a useful 
return of articles despatched, as before the opening oF a jiosi offi(*e many 
of the articles may have been posted in a neighbouring office or in the 
lertcr-box of a market-town or have been givtm into the hands of a village 
postman . 

II. If the revenue shown hy these value returns confirms the Huper- 
intendent’s expectations, he vshould submit a proposal to the Postmaster- 
General for sanction to the opening of the office experimentally. The 
proposal should he made in the form of a proposition statement and 
should be accompanied by copies of the value returns referred to above, a 
statistical statement in tlie prescribed form and a sketch maj) sliowing the 
relative positions of the proposed office and the post office or offices in its 
immediate neighbourhood, together with the distances between theiUj as 
well as the position and length of any existing or proposed mail line. 
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. The proposition statement should show the establishment of the proposed 
office (including any line ebtahlishmcni to he created for its benefit) m 
the column headed Proposed scale and should not be submitted 
through the Deput}- Comptroller, Post Office. 

561. Sanction to opening of an experimental post office. 

— If the Superintendent's proposal is approved, the Postmaster- General 
should issue an order to the Superintendent sanctioning the opening of the 
proposed post office for a period of six months and send copies of the order 
to the head office concerned and to the Deputy Comptroller, Post Office. 
The order of sanction, which should be numbered according to a separate 
series, should invariably specify the date from which it should be carried 
into effect, and under no circumstances should the office be opened from 
an earlier dale. If, for any special reason, the office cannot be opened 
by the date fixed by the Postmaster-General, a report should be submitted 
at once to him by the Superintendent and in this report should be stated 
the date from which the sanction will be carried out. This latter date 
should, at the same time, be intimated by the Superintendent to the head 
office; and the Postmasier- General should inform the Director-General 
and the Deputy Comptroller, Post Office, of the revised date without delay. 

562. Status of an experimental post office. — Experimental 
post offices should be given the status of extra-depari mental branch offices 
and placed in communication only with the account office. The only 
exception to ihis rule is that of an experimental office opened in a la^’ge 
town. Such an office should ordinarily be given the status of a sub-office 
but even when it is a branch office it may be placed in communication also 
with the Railway Mail Service or with an office which is not its account 
office. 

II. It will frequently be found that the residents of a locality without 
a post office require either greater facilities for sending money orders^ 
posting parcels and registered and insured articles, and conducting sav- 
ings bank transactions; or an improved delivery. In the former case, it 
will generally be possible to meet the wants of the residents by opening 
an office without a separate delivery agent, while in the latter case, the 
employment of an additional postman or village postman will generally 
be the appropriate remedy. Either of these measures is generally more 
economical than opening at once a new office with a full delivery staff and 
is frequently to be preferred. 

Note, — Experimental offices should be supplied with only a single obliterator, a date- 
stamp, and a seal. On an office being made permanent, the experimental stamp and seal 
should be returned to the Stock Depot. 

563. Value returns to be kept by an experimental post 
OflOlce. — For each of the first four of the six months for which an experi- 
mental post office is sanctioned, a value return in the prescribed form 
should be kept by it. The value return 'for each month should be signed 
by the postmaster of the experimental office and despatched in original 
on the first of the succeeding month to the account office, by which it will 
be forwarded to the Superintendent. 

564. Value returns to be kept by the account offtce.— A 

separate value return for the experimental office should also be kept by 
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the account office for each of the same four months. Por this purpose the 
account office must count all the paid unregistered articles seni daily to 
the experimental office and received from it, and calculate the commission 
on money orders issued and the postage actually collected by the experi- 
mental office on unpaid articles of the letter mail. The value return 
should be totalled and signed by the j)ostmasfcer or sub-postmaster of the 
account office and despatched in original on the first of the succeeding 
month to the Superintendent. 

II. If the experimental office has been placed in communication with 
the Railway Mail Service or with an office whicli is not iis account office, 
the section or office with which the experimental office is in communieu- 
tion, as well as the account office, must keep value returns under this rule 
of the paid unregistered articles sent to and received from the experi- 
mental office. 

565. Superintendent’s report on tlie experiment.—The 
Superintendent should calculate the income of the experimental office 
from the value returns sent to him. In calculating the revenue from 
paid correspondence, the value of all the paid articles received for 
delivery and of all the paid articles despatched should he taken at the 
fixed rate of three-eights of an anna for each article. The figures in the 
value returns kept separately by the experimental office and its account 
office should he compared, and if they agree, the returns may be accepted 
as correct. If they do not agree, inquiries as to the cause of the diflereuce 
should be instituted, and the Superintendent should satisfy himself as to 
the figures that may be accepted as correct. If the experimental office is 
in communication with the Railway Mail Service or with an office other 
than its account office, the corresponding figures in the value returns kepi 
by the account office and by the section or other office should be added to- 
gether in making this comparison. 

II. The Superintendent should prepare a consolidated value return in 
the prescribed form showing the monthly income of the office, as calculated 
by him, during the experimental period and prior to the experimental 
period. The consolidated value return should he sent to the Postmaster- 
General not later than the 15th of the fifth month of the experimental 
period. If, having regard to the conditions laid down in rule 659, the 
Superintendent recommends the permanency of the office, either at its 
original or at a reduced cost, the proposition statement should show both 
in the column headed “Present scale’’ and in that headed “ Proposed 
scale ” in a lump sum the total cost of the head office to which the pro- 
posed office would be subordinate and of all the existing offices and lines 
under that head office and in the latter column also details of the estab- 
lishment of the proposed office ; and the proposition statement should be 
submitted through the Deputy Comptroller, Post Office. If, however, 
having regard to the same conditions, the Superintendent recommends 
that the experiment should he extended, or that the office should be closed, 
no proposition statement should be submitted. 

jsq'OTE,-— A comparison of the details of the value returns kept during the experiment 
period with those of the value returns kept for two months prior to the opening of 
office will show whether the income of the experimental office is due merely to a traimlor 
of traffic from the parent office or wholly or partly to the development ol new tram?. 
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566. Sanction to permanency or closure of an experi- 
mental post oflftce or extension of its experimental period. 

— If liaYiiig regard to the conditions prescribed in rule 559, the Post- 
master-Greneral decides that the office should be made permanent or closed, 
or that its experimental period should be extended, he should issue the 
appropriate order of sanction to the Superintendent, sending copies of 
it to the head office concerned and to the Deputy Comptroller, Post Office. 

A sanction to the permanency of an experimental office should be num- 
bered from the series for sanctions to the creation, revision and abolition 
of fixed establishments, while sanctions to the extensions of experimental 
periods and to the closure of experimental offices should be numbered 
from the series referred to in rule 561. 

567. Procedure during extension of the experimental 
period. — ^^Vhen an extension of the experimental period of an office 
has been sanctioned by the Postmaster-General, the subsequent proce- 
dure should be the same as that following the sanction of the Postmaster- 
General to its original opening and a similar procedure should be followed 
in connection with each subsequent extension of its experimental period. 

568. Periodical check of the income of an office after its 
permanency. — ^The Inspector should visit the office twice during the 
first year of its permanency, allowing an interval of six months between 
the visits, with the object of testing by actual observation the value of 
the work performed. (3n the occasion of each of these visits, the Inspector 
must prepare a statistical statement in the form of the ordinary value 
return, with the addition of the following information for the preceding 
six months : — 

(а) number of money orders issued ; 

(б) number of money orders paid ; 

(c) number of registered articles posted ; 

(d) number of registered articles received for delivery ; 

(e) number of parcel mail articles posted ; 

(/) number of parcel mail articles received for delivery ; 

{g) number of savings bank deposits ; 

{h) number of savings bank withdrawals. 

II. It should be remembered that this is an important check, and that 
any falling-off in revenue should be made the subject of careful inquiry. 
Experience has shown that the income of a newly established office has, 
during the visit of an Inspector, been fictitiously increased by the posting 
of postcards and letters to fictitious addresses by interested persons ,* and, 
therefore, the visit during which the check prescribed by this rule is 
carried out should not be for a shorter period than three days, so that with 
ordinary care and vigilance the Inspector may not be imposed upon. The 
statistical statement should be sent by the Inspector to the Superintendent 
with any remarks which he may have to make, and the Superintendent 
should forward it to the Postmaster-General with information as to the 
duration of the Inspector’s visit. 

Note.— Should the Superintendent be in the vicinity of the office at about the time 
when this check is due, he should ordinarily undertake it himself. 
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III, A value return o£ tlie new permanent ofhee sitotild al^o kept ior 
one month in each of ihe tvo half-years by the accoiiiii oihee ami by any 
other office or section fiom which the new o/fue leceives a din^ci mail. 
These returns shoulrl be forwarded to the Super intemh ni , and by him to 
the Postmast er-(jeneial, and should be (arelully sciuHuised along with 
ihe statistical statement received Ironi the Inspector. 

569. Experimental postmen and village postmen. — If the 

Superintendent has reason lo believe that a posiman or \illage poviman 
is required in a rural locality and that ihe ntwv revenue io lie cieaied by 
the employment of the postman or village postman will soon ])c siifiicient 
to render the appointment wself-supporting {sk mh oo9 , he should irave 
■value returns kept for two months of the aiti< les leceised leu (leli\(‘Ty 
within the area to be served by the proposed postman oi village postman"; 
and in estimating the revenue of the area, ^//cc the number of paid 
•unregistered articles received lor delivery within it should be taken into 
account, that is to say, the number of articles posted Jroin the ar(»a fehould 
be regarded as being equal to the number received tor delheiy within it. 

•11. If the revenue showm by these value returns fonhtms the Super- 
intendentks expectations, he should submit a proposal to the Postmaster- 
General for the employment of the postman or village postman expeii- 
mentally. The proposal should be submitted in the foim of a proposition 
statement and should be accompanied by copies of the value returns 
referred io above. The proposition statement should show the proposed 
appointment in the column headed “ Proposed scale aud should not bo 
submitted through the Deputy Comptroller, Post Office. If ihe Super- 
intendent’s proposal is approved, the procedure described in rule fiGI 
should be followed, mvfamJn, 

III. Por each of the first tour of the six months lor which the appoint- 
ment is sanctioned, a value I'eturn for the jurisdiction of the pobiman nr 
village postman should be kept by the postmaster or sub or branch post- 
master of the office to wdrich the postman or village postman is attached. 
In the value return should be shown twice ihe actual number of paid 
unregistered articles received by the postman or village postman for 
delivery. This is necessary because the additional postings due to the 
improved service will in very many cases not pass into tiie postman’s or 
village postman’s liainh. The postage realised on unpaid unregistered 
articles delivered should be taken from the village postman’s register. 
INTo other items should enter into the return. The vmlue return for oacJi 
month should be signed by the head, sub or l)ranch postmasti^r concerned 
and despatched in original to the Superintendent on the first of the suc- 
ceeding month. 

IV'. As to the lest of the procedure, the instructions laid down in 
rules 565 to 567 apply, mutatis mutandis, 

570. Monthly statement of sanctions issued by the Post- 
master-Gener’al. — A. monthly statement in the prescribed form should 
be submitted by the Postmaster-General to the Direct or-Genm‘al through 
the Deputy Comptroller, Post Office, fositively on the ht of each month 
This statement will show (1) details of all sanctions to experiment al estab- 
lishments and to extensions of experimental periods actually issued by the 
iPostmaster-General during the preceding month, (2) the balance of his 
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allotment for experimental establisliments, and (3) the amounts held under 
pledge out of his allotments for fixed establishments after taking into 
account any sanctions issued by the Director-G-eneral and received by the 
Postmaster- General during the month to which the statement relates. 
The number and date of the last sanction of the Director-General taken 
into account should be cited. One of the Personal Assistants to the Post- 
master-General should be made personally responsible for the correctness 
of this statement and for its punctual submission. 

Temporary establishments. 

571. Propositions for the entertainment of temporary 
establishments. — Propositions for the entertainment of temporary 
establishments (including telegraph establishments in combined offices) 
should be submitted in the form of a proposition statement by Superin- 
tendents and 1st class head postmasters to the Postmaster-General and 
by the Postmaster-General to the Director-General but not through the 
Deputy Comptroller, Post Office. Iso entries should be made in the 
Present scale column of the proposition statement and the temporary 
establishment proposed should alone be shown in the Proposed scale 
column. The grounds on which the proposition is based should be clearly 
and fully stated and the date from which and the period for which the 
temporary establishment is likely to be required should be specified. 
Propositions should be submitted as far in advance as possible of the date 
from which sanction is desired. In cases in which it may be necessary to 
anticipate sanction, a report should be made to the Director-General by 
telegraph and this report should be followed by the necessary proposition 
statement without any avoidable delay. 

Notg. — ^When it is found that a temporary establishment which has been sanctioned 
by the Director-General stands in need of revision, a fresh proposition statement should be 
submitted, the whole of the revised temporary establishment being shown in the ** Pro- 
posed scale ” column and no entries being made in the Present scale column. 

Monsoon estaTblishments. 

572. Ordinary and extraordinary monsoon arrange- 
ments. — Monsoon arrangements, z.c., special arrangements for the con- 
veyance and delivery of mails during the monsoon or rainy season in 
certain localities are of two kinds, viz., ordinary and extraordinary. 
Ordinary monsoon arrangements are arrangements sanctioned perman- 
ently for a fixed period of each year; extraordinary monsoon arrange- 
ments are arrangements which are subject to modification from year to 
year, and which cannot, therefore, he sanctioned permanently. 

578. Report on proposed monsoon arrangements.— On the 
1st April in each year the Superintendent must submit a report to the 
Postmaster-General, containing the following information regarding the 
mail lines and delivery beats for which monsoon arrangements are neces- 
sary, : — 

(u) Ordinary monsoon arrangements — 

Any alterations proposed, e,g,, the discontinuance of ar- 
rangements no longer necessary by the construction 
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of a bridge, and the like, or the conversion of extra- 
ordinary into ordinary monsoon arrangements. The 
changes proposed should be embodied in a proposi- 
, tion statement. 

(&) Extraordinary monsoon arrangements — 

(i) the amount sanctioned for the previous season ; 

{ii) the amount actually expended during the previous 
season ; 

{Hi) the estimated amount required for the ensuing season, 
and for which sanction is asked. The reason for the 
increase or decrease in the estimated amount, as com- 
pared with the amount spent during the previous 
monsoon season, should be clearly stated. 

II. A general proposition statement of the estimated monsoon charges 
for the circle should be prepared and submitted by the Postmaster-General 
for the orders of the Director-General, not later than the 1st May of each 
year. 

574. Economy in monsoon arrangements.— Each item of 
the proposed monsoon charges should he carefully considered with refer* 
ence to the nature of the district in which it is to be incurred and the 
importance of the villages or post offices to be served. 

II. In districts where every family has one or more boats ii should 
be the duty of each postman and village postman to provide a small dug- 
out or boat when he requires it in the rains or at any other time for 
delivery purposes, and no allowance should be given and no charge should 
he made for the boat. In other districts any special arrangements that 
are necessary for the deliveries in the rains should be made at the cost of 
the Department with due regard to economy. The whole charge on 
account of any postman or village postman, including the charge for his 
boat when paid for by the Department, should not be excessive with 
reference to the value of the postage on the articles to be delivered ; and 
a village which cannot in the rains be visited without a boat, need not, 
unless it is very important, be served so frequently as in the dry season. 

III. Monsoon charges for bamboo-bridges and private ferries should 
be incurred, when necessary, only for the conveyance of mails over im- 
portant mail lines. Such charges must not be incurred merely to serve a 
village or group of villages temporarily cut off from the post office. Ordi- 
narily the villagers, if requested to do so will themselves arrange for the 
passage of the village postman or fetch their letters themselves from the 
post office. 

IV. When runner lines have to be replaced by boat linos in the rains, 
the monthly outlay should not ordinarily be increased unless the post 
‘Offices to be served are important ones. Eor unimportant offices anrl 
villages it will generally be sufficient to give in the rains a service which 
costs the same as that during the dry season, even though it may be some- 
what slower. On unimportant rainy season boat linos, either the 
runner should serve as a boatman or one of the boatmen should be put in 


278 - 


ESTABLmniEXTS, 


[Chap. 11. 


c'Jbarge of the mail: and except on yery important lines runners who 
cannot serve as boatmen should not he employed. 

575. Sanction to monsoon establishments —The Superin- 
tendent will receive in due course, through the Postmaster-General, orders 
sanctioning the monsoon establishments for his division for the ensuing 
season, copies of the orders being furnished direct by the Postmaster- 
General to the head offices concerned. 

II. In all cases the actual dates from which monsoon establishments 
are entertained and on which they are dismissed should be communicated 
by the Superintendent to the head office. 

575‘A. Superintendent to carry out arrangements.— The 

Superintendent must take steps in time to carry out the monsoon arrange- 
ments sanctioned by the Postmaster-General. He must instruct the over- 
seers regarding the arrangements to be made in their respective beats, 
and see that his instructions are understood and followed. As soon as 
the Superintendent receives notice from the Postmaster-General that his 
monsoon arrangements are approved of, he should instruct the post offices 
concerned to pay all money due at the conclusion of each month, on the 
production of certificates by the overseer that the money is due. In case 
the Director-GeneraPs sanction has not been received, the sums paid 
should be entered in the contingent bill for monsoon charges under the 
authority of the Postmaster-GeneraPs order, and the Director-GeneraPs 
sanction, when received, will be noted in the bill in the Postmaster- 
GeneraPs office. Superintendents and Inspectors must take measures to 
see that monsoon charges are paid correctly and punctually and must 
never omit to make local inquiries, when travelling, as to their due pay- 
ment. 

II. If, owing to any unusual cause, any establishment is required in 
addition to that sanctioned in the ordinary monsoon statement, the Super- 
intendent may, if delay would otherwise result, make arrangements for 
the entertainment of the extra establishment; but he must at once com- 
municate the fact to the Postmaster-General and submit a statement 
showing why the establishment is wanted, the length of time during 
which it is likely to be wanted, and why it was never wanted before. On 
receipt of this information the Postmaster-General should usually 
authorise the disbursement of the money required out of the permanent 
advance for contingencies and obtain the sanction of the Director-General 
to the actual sum disbursed when the establishment is dispensed with and 
the exact amount payable is ascertained. 

III. The overseers will notify to the Superintendent the dates on 
which the monsoon establishments are entertained and the dates on which 
their services are dispensed with. Monsoon establishments should not be 
employed longer than they are required and the period specified in the 
orders sanctioning the arrangements will generally be the longest period 
during which it is likely that the establishments will be wanted ; though 
it does not follow that they should be retained the whole time. If, 
however, owing to protracted rains, unusually prolonged floods, etc., 
the monsoon arrangements have to be continued even beyond the sanc- 
tioned period, a report should be made at once to the Postmaster-General" 
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showing the necessity for this and asking for sanciion to Ihe dJshnr Moment 
of the additional sums required out of the permanent u{l^an(*e Jtor con- 
tingencies. When the monsoon is over, a supplemeniary '•dafeiiient 
should be submiHed to the Postmaster-General, embodying the extra 
expenditure; and when the Dircctor-Generars sanetiun js leceived, tlie 
permanent advance should be rec()U])ed. 

Note. — Contingent bills in which monsoon charges are inclnded must be fir-^t counter- 
signed by the Superintendent in token of their coiiectness betoie they aic submitted to the 
Postmaster-General for countersignature. 
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CHAPTER 12 . 

Stock Depots. 

Preliminary rules. 

576. Object of a stock depot.— A stock depot is {onuod at 
head-quiirieris station of each circle for tlie custody and supply of articles 
required for tlie use of post offices. The stock depot is in tile rdiarge of 
an official designated inanaijer^ postal siock depui^ avLo is tinder the 
immediate orders and supervision of the Postinaster*-General. 

577. Books kept in a stock depot.— The following books and 
accounts should be kept in a slock depot : — 

(r?) Receipt day-hook. 

(6) Stock register. 

(c) Account of charges on goods despatched and received hy rail- 

way and steamer. 

(d) Index of invoices despatched. 

{e) Book of orders for the purchase of articles locally. 

(/) Book of receipts for emergent advances. 

{g) Statements of expetidiiute (.see rule VjO-II). 

578. Receipt day-book. — All articles of stock received in the 
stock depot day by day, vvliether received from the Aligarh Workshop or 
from post offices^ or obtained by local purchase, should in the first in- 
stance, be entered in the receipt day-book. No separalion should be made 
in this book of articles of different classes or descriptions, but all the 
articles received ea(*h day should be shoun, in the order of their receipt, 
in a single list against the entry of the date of receipt, and the manner 
in which each article is disposed of, whether by transfer to the stock 
register or otherwise, should also be entered. Tlie receipt day-book will 
thus serve as a record showing at a glance all the articles received in 
the stock depot, the sources from which they were received, and how they 
have been disposed of. 

II. All articles of stock received from the Aligarli Workshop or pur- 
chased locally and articles returned by post offices 'v\hich are still 
serviceable should, after entjy in the receipt day-book, be brought on 
to the stock register, a reinai'k to the effect that this has been done beinj? 
made in the column of the receipt day-book head(‘d Manner of 
disposal. 

579. Descriptiou of stock register.— Separate pages in thia 
register should be assigned to each description of article, the names being. 
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arranged alpliabetically for facility of reference. The entries comprise 
particulars of articles received and issued, and should constitute a 
complete record of every receipt and issue. This register is also intended 
•to exhibit the balance of each description of article in stock, the balance 
being struck after each entry. 

580. Description of account of charges on goods des- 
patched and received by railway and steamer.— The entries 
in this account comprise particulars of goods despatched and received by 
railway and steamer, and of the amounts paid as railway or steamer 
freight, as well as other incidental charges, such as cart hire, cooly hire, 
boat hire, toll, etc. 

581. Description of index of invoices despatched.— The 

entries in this index comprise the serial Nos. assigned to the invoices 
despatched and the dates of despatch. Invoices should be numbered in 
a consecutive annual series for each ofi&ce, and a fresh index should be 
begun each year on the 1st April. 

II. Except when there are articles for despatch on the 31st March, 
a postal service postcard in the prescribed form, with the words publi- 
cations and books of forms ” scored out, should be sent by the stock depot 
to each office which it supplies bearing the closing number of the annual 
series. In the stock depot the closing number should be noted on the 
reverse of the last invoice. 

582. Description of book of orders for the purchase of 
articles locally. — This book is a record of the orders issued to local 
contractors or firms for the supply of articles to the stock depot : the 
orders being made out in duplicate by means of carbonic paper. 

583. Statement of expenditure.— The manager should keep 
up a separate statement showing the expenditure under each of the 
iollowing heads : — 

(1) Office fumiture. — ^Local purchases and outlay. 

(2) Office furniture. — Supplies from Aligarh. 

(3) Office contingencies and miscellaneous. — ^Local purchases and 

outlay. 

(4) Office contingencies and miscellaneous. — Supplies from 

Aligarh. 

II, The manager should see that the expenditure under each head 
(as incurred or sanctioned in the Postmaster-GreneraPs office and com- 
municated to him) is within the proper proportion (for the period up to 
date) of the whole allotment for the year. 

Articles kept in a stock depot. 

584. List of articles kept in the stock depot.— The articles 
kept in reserve in the stock depot are enumerated in the list No. 1 given 
nt the end of this chapter, A sufficient stock of these articles should 
Always be maintained. 
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585 . Mode of obtaining supplies.— Excepting nlicrc special 
orders are issued to the coutrary, all articles forming ihe ^e^<‘l•v(‘ stock 
of the stock depot may bo obtained locally provided that local rates for 
articles of similar size and make do not exceed the rates (pin- crM of 
transit^ of the Postal Workshop as asct'rtaiiied from the printed catalogue 
of articles manufactured in the Workshop, or by refercmce trt the 
Superintendent of the Workshop if necessary. 

II. The following classes of articles must be obtained on indent 
from the Postal Workshop at Aligarh : — 

(ff) scales and weights (letter and parcel); 

(6) stamps and seals; 

(c) locks. 

The Po.stmastor-Geueral will, however, he <it libeity in ca->es, 

to purelmse locks locally, %\ hen this may be found to be in ce-jsary ot 
desirable. 

‘ Note 1.— In the office copy of the indent on Ahgaih, the iiitnihtM or rpiantily of each 
desciiptioii of aiticle in hand should bo thown, to cnabie the robtmas-tu (nnci il to atia'y 
himself that the indent is not foi any unm-snally Luge numbei ui q«antzi:> hlnmld an 
apparently excessive nimiber or quantity of any ai title be afeked for, an eqilnutlou should 
be given in the ‘‘ lemarks ” column of tho indent. 

Note 2. — The articles should on receipt fiom the Woikdiop be checked xvilh the 
invoices and examined with the object of abceitaining that tb^y aie of good quality, Tbo 
prices should also be checked and any excess chaig(‘s noticed 

586. Indents for stamps and seals.— Indonts for slamps and 
seals on the Postal Workshop at Aligarh should be iiSbaod under the 
signature or authority of the Post inabtcr-Gen oral. lu preparing such 
indents, care must be taken to quote the descriptive number and name of 
each stamp or seal according to the printed catalogue of articles manu- 
factured in the Workshop ; and to write legibly and accurately, ac- 
cording to the spelling adopted in the Quarterly List of Indian Post 
Offices, the names of the post offices for which the stamps or seals are 
required. To prevent the possibility of a mistake the letters should be 
made in printed capitals and not written in a current hand. When Ihe 
articles are supplied, ihey should at once be credited in the stock regihter. 

Note.— It will be the duty of the manager, htock depot, to see that the stamps and 
seals received in compliance with indents corieapond in eveiy j)aiti(ular with the spedmens 
in the printed catalogue, and that the names of post offices aic spelt in ac^oidance 
with the spelbng adopted in the Quarterlt/ List of Indian Po f Office*. 

587. Purchase of articles locally.— Orders for the supply of 
articles to the stock depot by local contractors or firms should be issued 
in the form prescribed in the book of ordens for ihe purchase of articles 
locally. The record mark of the case (of which the indent forms the 
basis : see rule 594) should be noted on the duplicate of the order in the 
book, and the No. and date of the order should be noted on the case* 
When the articles are supplied, ihey should at once be credited in the 
stock register, the No. and date of the order^ being^ noted in tho 
column headed No. and date of the invoice with which received or 
issued/’ and an explanatory remark being also made in the column for 
remarks. 
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• 588, Supply ot special and miscellaneous articles,— 

Special and miscellaneous articles not enumerated in the list of articles 
kept in the stock depot (see list Xo, I at the end of this chapter) may be 
supplied to post offices on indent under the authority of the Postmaster- 
General. 


589. Magenta stamping ink. — The Aligarh Workshop will 
supply magenta stamping ink to the Punjab and North-West Frontier, 
United Proyinces, Central Circle and the Railway Mail Service; and the 
following stock depots are authorised to prepare the ink for the circles 
named against each : — 

Calcutta .... For Bengal and Eastern Bengal and 

Assam. 


Bombay . 
Rangoon . 
Madras . 


For Bombay. 
For Burma. 
For Madras. 


II. The following is the formula for preparing magenta ink: — 


To make 22 ounces. 

Pulverize in a mortar 1 oz. of fine magenta crystals (aniline dye); 
add 2 oz. of spirits of wine and mix till the aniline dye is dissolved ; then 
add 8 oz. of boiling water, boil for a short time, stir well and strain 
through muslin; then add 8 oz. of pure glycerine and 4 oz. of golden 
syrup or treacle and, after mixing, bottle for use. 

590^ Names printed on bags. — ^The names of post offices for 
which bags are intended should ordinarily be marked or printed inside 
the bag with green ink or paint by the stock depot. 


Indents on the stock depot for articles of stock. 

691. Preparation of indents. — Postmasters and sub-postmasters 
will prepare indents on the stock dep6t, in the prescribed form, for 
articles of stock required for use in their offices. Indents for articles of 
stock required by branch offices will be prepared in accordance with rule 
259. Superintendents will prepare indents for articles of stock required 
for themselves or for their Inspectors. The principal terminal office 
of a mail line will prepare indents for articles required for use on the 
line, but the indent must be submitted through the Superintendent. 

II. There is no fixed date for the submission of indents for articles of 
stock. These will be submitted as articles are required, but ordinarily 
not more than one indent for the same office should be submitted in a 
month. 

592. Countersignature of indents. — Indents for Presidency 
offices and first class head offices will be dealt with by the stock dep6t on 
the signature of the Presidency postmaster or first class head postmaster 
without any countersignature. Presidency postmasters and first class 
head postmasters are also authorised to countersign indents for the town, 
sub and branch offices placed under their supervision. Indents for all 
other offices will be countersigned by the Superintendent. 
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593. Submission of indents.— Indr^nts ^ull sulmiittod direct 
to the stock depot by Presidency offices and first class bead officfs, <md 
in all other cases by the countersigning officer, who will bo held 

y responsible that the articles passed are nece-sS, »ry to meet the r(*quire* 
ments of the indenting office. 

594. Treatment of indents on receipt in the stock depot. 

— Indents received in the stock depot should at once be registered and 
receive a case mark from the ordinarv correspondence rfgister. Ea( h 
indent should form a separate case and be ihe first p<iper of the case. 
The indents received must be carefully cbecke<l and tben submitted to 
tbe Postmaster-General for orders with any remarks wliicdi the manager 
may have to make. On receipt of orders, measures should inimedialely 
be taken for supply of tho articles passed. The case should bo kept 
pending until all the articles passed by the Postmaster-General have })e<m 
supplied to the indenting office. The dale of supply of each article and 
the No. of the invoice w’ith which it is despatched bhould be noted on 
the indent. 

595. Preparation and disposal of invoices.— Invoices 

should he prepared by tbe stock depot for each do'-pateb of articles of 
stock in compliance with indents received. Each invoice should be ]>ie* 
pared in duplicate by means of carbonic paper, and a serial No. froia 
the index of invoices despatched assigned to it. One copy of the invoi<e 
should be despatched with the articles of stock to tlie indenting office, 
where it will be filed, according to tbe No. it bears, in the bmtdle of 
invoices received; the second copy should remain on file in tlo^ sio<*k 
depot, the record mark of the case (ue the preadimj to which it 

appertains, being noted on it. Copies of invoices despatched should be 
filed in the stock depot in separate bundles for each office, the mvoic(*s 
being placed in each bundle in tho order of their Nos. 

II. The receipt of tho articles will be acknowledged by the receiving 
post office by moans of a ])ostal service postcard, in tbe following form: — 

Your invoice No, and tho following articles detailed therein 

have been received : — ” 

These acknowledgments should be filed with the copies of the invoices 
to which they relate. 

Note 1. — ^The cntiios in invoices for bimch ofTiecs fehonld bo made both in Knglifcb 
and vernacular. 

Note 2. — ^When articles of stock are supplied to a post office from a Supoiintendeiit’ft 
reserve stock, oi by local purchase, or by transfer from another office, or when ]ettepbo\ 
locks are supplied to a post office by an Inspector (see rule intimation of this will be 
sent to the stock depot on receipt of which the stock depot should prepare and is»ue a 
properly numbeied invoice to the office concerned. 

Axticles returned to the stock depot. 

596. Articles returned to the stock depot.— Articles returned 
to the stock depot will be received, entered in an invoice, direct from 
the oflBce to which they belonged, the reason for the return of each article 
and, except in the case of Presidency offices and first class head offices, 
the No. and date of the Superintendent’s order directing the return 
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being noted in tbe column for remarks. The invoices should be filed in 
consecutive order in separate bundles for each office. The receipt of 
returned articles should be acknowledged by the manager on a postal 
service postcard in the following form : — 

Tour invoice No. and the following articles detailed therein 

have been received : — 

597. Disposal of returned articles. — Serviceable articles 
should at once be credited to stock by entry in the stock register, tiie 
No. and date of the invoice with which they were received being noted 
in the proper column. Such articles as can be repaired should, after 
repair, be credited to stock by transfer to the stock register; unservice- 
able articles should be sold at regular intervals under oxdeTs of the 
Postmaster-General. "Unserviceable bags should, when practicable, be 
cut up and made into small bags and then brought on to stock. The 
manner in which each article is disposed of should be noted on the 
invoice. 


Note 1. — Obsolete and unserviceable stamps and seals should never be sold, but 
should always be sent by the stock dep6t to the Postal Woikshop at Aligarh for disposal. 

Note 2. — See rule 83, Yol. I {8th edition). 

598. Classes of articles to be returned to stock depot.— 

The f ollow’ing classes of articles may be returned to the stock depot : — 


Description of articles. 


Ink-pads .... 
Stamping-pads • 

Lamps .... 

Lanterns .... 
Letter-boxes 
Mail knives 

Scissors .... 

Stoves (for melting sealing wax) 


h 




u 


Purpose for which it may be retux-ned. 


These articles are to be returned only when 
they admit of beinsf lepaired. Wholly 
unserviceable articles should not be returned, 
but sold by auction under proper authority, 
care being taken ii» the case of letter-boxes, 
to see that they are thoroughly biokenup 
before being sold. 


Badges 

Bags 

Clocks and time-pieces 
Padlocks . 

Scales and weights 
Stainp'} and seals 
Swords and other weapons 


n 



These articles may be returned either for 
repair or as unserviceable. 


To be invariably returned when uns 0 r^iceable 
for disposal under orders of the Head of 
the Circle. 


NorB.*~Articles of furniture and postmen’s leather bags and belts are not to be returned 
U the stock dep6t either for repair or as unserviceable. If they require repairs they should 
be repaired locally, otherwise they should he sold by auction under proper authority— -see 
rule 8S, Yoh I (8th edition), 


Furniture. 

599. Description of furniture required in a post office.— 
Tbe number, size, and pattern of articles of furniture required fox a 
post office will depend on tbe size and importance of tbe offi^cc and tbe* 
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number oi officials. Furniture in ordiuarj' use in post oflloos -(vill bo 
found detailed in tlie list No. II given at the end of this chapter. 

600. Supply of furniture.— Fipnituri' \vil] oidmanly be supplied 
by the stock depot in compliance with indents, but the Postina.-lcr- 
G-eneral may, if he consideis it advisable, authorise the indenting or 
countersigning officer to purchase furniture locally. 

/t^OTE. — Indents for fuimlme may be submitted by a Suf tiintend I't oi .iftei p<uuj tl 
inspection by him or by the Iiisp<*ftor of the office for \ihifh the at tales iie Kquiud, 
there should be a note to this eftect in the “ Iicmaih *’ culuiuii of th-* iridint 


Forms. 


601. Stock of books and forms to be kept in stock depot. 

— A sufficient slock of standard hook-, and foiia*- ot (>u( h de'-oipliou 
should be kept in the stock depot to meet the h.xlf-yearly di'inainls of 
post offices. 

ji^OTE. — Books of m 0. receipt «•, wintrs bank pa< bctok*- .n<l (»lb< r book's and foiin^ 
regardint; the custody of 'tvhich special o«uc is netessaiy nisy, under (he oidcrs of the 
Postmaslex Goneial, be tieated as aiticle«5 oi stock and entcit*d lu (ho stock logistti. 

602. Preparation of indents for forms. — Indents lor books 
and forms required for the use of each head and Mib (iliac ui!l b<- pie- 
jiared half-yearly by each head and sub-postm.isti'r. The IxkjKr and 
forms required for branch offices wdll be incsluded in the indents of ih('ir 
account offices. Indents -will be prepared in duplicate. 


j^OTE Books ot m o. leteipts loouiied foi th< use oi suboffitis ntll b‘ iMhubd ni 

the indent of the head office, 

603. Countersignature of indents for forms.— Presidenc. 
postmasters and first class head postmasters will submit their 
indents direct to the stock dop6t without ( ountci signature, and 
will countersign tlie imbrnts of the town sub-offices placed under 
their supervision. They will also collc-ct the half-yearly indents pre- 
pared by all their other sub-(jffices, and after carefully er^itmining theni, 
and if necessary modifying them, torward them either to the Btiperim 
teudeut for further cheek and countersignature, or direct to the stock 
denol <is the L’ostmaster-Geueral may order. All other head ofiices will 
similarly collect the half-yearly indents prepared by their sub-offices 
.md after carefully esamiuing them, and, if necessary, modifying thein, 
torward tlicni. together with their own indents, either to the Buperm- 
teudeut for further check and countersignature or duvet to the stock 
depot, as the I’o&tmaster-Gi-neral may order. 

604 Submission of indents for forms.— Only one copy of 
the indent will he forw-arded to the stock depfit. TU other copy will h(‘ 
kept by the indenting office, if it is a Presidency office or first class head 
ofhee, and will in other cases he returned to the indenting office by the 
final countersigning officer, i.c., the head postrnaster ox Supermtenderit, 
as the case maj he. The half-yearly indents sho£d he received in the 
stock depot not later than the 10th June and 10th December in each 
year. 

Nom— If the dates presciibed for the suhmMsion of hdf-yearly indents ^ found 
incoSent in aV circle, owing to the despatches from the stock depot bemg made 
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during the monsoon season or for any other reason, the Postmaster-General may prescribe • 
for. any oflhoes in his oirde, other dates of which the stock dep6t will be informed in due 
time. 

605. Supply of forms by stock depot.— On receipt of half- 
yearly indents for books and forms, the slock depot should supply the 
number passed direct to the indenting office as early as possible. No 
invoice should be prepared to accompany the despatches, but as each 
indent or each portion of an indent is complied with, the date of despatch 
of the books and forms should be noted on the indent. If the supply 
for any office is sent in more than one batch, with each batch, except 
the last, the manager should enclose a slip containing the words 
^'Further supply will follow’^; with the last batch oompletiug the 
supply, the slip enclosed should contain the words This completes the 
supply.^’ These slips should be serially numbered in a separate series 
for each office. 

II. The half-yearly indents should, after compliance, be made up in 
bundles for each head office, the suh-office indents being arranged 
alphabetically and placed with their head office indent. The bundles 
should be labelled with the names of the head offices to which they 
appertain, and then arranged alphabetically and filed. 

V Note 1. — Books of m. o. receipts required for the use of head and sub offices should 
be supplied separately to the head offices concerned, entered in invoii‘es in the form 
prescribed for articles of stock. 

Note 2. — The copy of the indent returned to the indenting office will show the 
number of hooks and forms passed, and therefore the number to be expected from the 
stock dep6t. 'When the last batch, completing the supply, is received from the stock 
dep6t, the indenting office will he in a position to bring to notice any short supply from 
the stock depot. Should any despatch fail to reach the office for which it is intended, 
this will come to light by the break in the serial Nos. of the slips. 

Note 3. — ^When head office indents are complied with by the press direct and the 
indents are retained by the press, the latter will send the stock depot a notice as soon as 
the indent has been fully complied with. This notice should be filed with the sub-office 
indents and take the place of the head office indent. 

606. Expensive binding to be avoided.— Common clotb 
covers or thick brown packing paper will answer for all books, except 
the following, for which better and more durable binding should be 
used: — 

(1) S. B. ledger. 

(2) Head office cash book. 

(3) Head office summary. 

(4) Treasury pass-book. 

"(5) Register of transactions with the treasury. 

(6) Order book. 

II. The name of each book and the No.. of the form should be printed 
on the cover. 

607. Uniformity in forme essential.— The forms for use in 
all post offices must be uniform, and in every detail exactly like the 
samples furnished to each press and stock dep6t, the size, texture, and 
colour of the paper, the type used in printing, and the arrangement of 
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t'lio printing and spac(*s Leiiig in keeping \vith tlie sample*. Fonua 
used in post offires are ordiuaj ily piiiited in Engli'^h, hut certairi ionns, 
speeially indicaled, aie also j)rint(*d iit v(*ELa<Milar u>r ‘‘Upply lo oiliciuls 
.who cannot nnxd English. 

608. Translation of vernacular forms.— When it is dtrided 

tluit a new or r^^vised Mainn/I loim may h*‘ pnat<‘<l in % ei nacmlar, 

’Orders will be issued by tlie Diier br!-(o‘mu’<i], '‘U|i])lene*itf(‘d l^y sj»eeial 
instruciions lo tin* Postmasteis*(ienoial it*spunsii>]e toi jualing i.h » 
(ranslations. The iolhnsing table tlu’ *>^^icel^ b} \\ horn torn s 

will be translated in1o tbe \ eniaeulai ilie ]>n^M‘s at wliieb ibey ^ull be 
])riiiled, and t]i(‘ ])ie'-s or ollict* on \\bieli indents should ]j(‘ made:-- 


i 

{ n‘ s nr *arK‘e t » v» I,* 

Yernuular. Tr mslutmir oificus ‘ i' «I» ids she nld bo 

in s<I< 


XJiiya . 


Vidu . 
II null . 


Marathi 

Oujaruti 


I’anareso 
Telugu . 
Tamil , 
M.ila5ralain 


BuiniesG 


Gnrmubhi 


. i Pus,fcmas''er-Grnpral, 


. ! ) Postmaster- Ocm*i*al, 
. 3 United Pri)viatOi> 


. ' ) Postnuister-Guaeral, 

, i j Bomba;^^. 


r ronliMC.o'’KS f(/ 
\ ]irinhnii 

iiiont of ludii 
\ Forms, Ualcutt I. 

I 

f Contr i -toi s for 

I oiintiui,^ Oi»\<Tn- 
laenl o£ Imlta 
^ ’ F«jrias, Ca cutia, 
I or Po4al Picss 
^ Atiiraih. 

^ Poslal iU'i'ss, 
( Alii^irh. 


('(•r^tra'dois ft tr piintif^ 
(» iMiument of ImUa 
^ roriio, < tiK 'itt'i. 


Conirat'f-or*- for printiaj* 
- OovtMMuut nt of India 

{ Foisiis, U'l culta, »r 

S Postal Pres**, All g e*l». 


I ’“iwtai Prt''S, AU^raib. 


. / Poslmaster-Gtueral, 

. j J Madr.i'^. 


r Madras Goiormnont 
i (iaA‘tt‘>i Press 

•, and P(st master. 

I (*eneraPs otlicc 

PlVbS. 


Pt stmast( r*Gcn<,ral, 
Madras. 


/ ^ Sup ‘rnifendrul, 

( Posfm)‘‘tcr-t*ca0ral, ) (tovernmeiifc 

i P.uima. y Print hig, 

(. Uaiiguou. 


mSiijirrinfendeiiti G \c‘ru- 
t iin nt Pnutiui?, 

J) Karij^tnu, 


/ Post must or- General. 
) Punjab and Nurtb- 
1 ‘VVesl Frontier. 


r Contractors for ’» 

) printing Go’ieriJ. f Controetorit for px'iutxng 
J meat of ludii i Ou\einment of India 
(. hoims, UaU*‘itta. i' Fornun, Cikutti. 


Notl. — P o.st olTueb .should be supplied with foimo piinted onl}’ in thof>e veina4nlau> 
xvhich aie cunent in the di.'«tiut in uhuh they aie situated. 

609. Unauthorised forms prohibited.— Tln^ introduction of 
forms other than those aiitliorised hy the Director-General is prohibited. 
If a Postmaster-General consider.s th(' adoptioii of au unauthorised fmui 
necessary, ho must olitain the sanction of the Director-General betnre 
introducing it. 

Note. — T he Head of a Cirede may add iiues-tioiiH to the ‘-iaiuhnd foniu. of ins|m<tIon 
* report to meet local reqairomeuts. 
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. 610. Disposal of obsolete forms.— Wlieu bookb and forms 
become obsolete, tber slionltl be torn up and sold as waste paper, under 
tbe orders of the Postmaster-General. 

Note. — Obsolete huge foims, piintod on one side ouh, ^slionld, unless they ha\o to be 
destroyed under the rules, be sent to the Ahgaih iiicss to be iisod toi making ein elopes. 

Miscellaneous. 

611. Mode of despatch of articles of stock by stock 
depot. — All articles of furniture, articles exceeding 800 lolas in weiglit, 
and those wliicli, tlioiigli not exceeding 800 tolas in weight, cannot from 
their shape or si: 2 e conveniently go hv post, should he sent as goods by 
rail, steamer or by some other means of conveyancer Articles weighing 
under 800 tolas sent by post should only be sent as postal seiwice register- 
ed parcels if they contain anything of value. 

Note 1. — Fragile articles, such as lamps and clocks, should be caiefiilly packed iu. 
wooden cases. The cases should be placed m bags securely tied and sealed. Unsein ice- 
able bags may be used for packing. 

Note 2. — ^When an article is despatched as a postal service regihteied parcel, 'the 
receipt granted by the post office should be filed vith the copy of the invoice on record. 

612. Despatch of forms hy stock depot.— Books and forms in 
small quantities should be despatched hr the stock depot as postal service 
packets, and the packets may be completely closed. When the weight 
of any packet exceeds 400 tolas, it should be enclosed in a bag and sent 
as goods by rail, steamer, or by some other means of conveyance. 

Note. — Books of m, o. receipts and savings bank pass-books should be despatched aa 
packets registered on postal service. 

613. Superintendents to keep a stock of articles.— To 

enable a Superintendent to meet urgent requirements, a supply of articles 
most in use may, under orders of the Postmaster-General, be supplied to- 
him, and his office will thus act as a minor stock depot, though the forms 
prescribed for use in a stock depot need not be kept up by him. 

Note 1. — small supply of letter-boxes and locks foi lottei -boxes may, under the 
orders of the Postmaster-General, be supplied to head offices to be kept in store. 

Note 2. — See rule 260-1 V and Note 2 under rule 595. 

614. Yearly estimate to he prepared hy stock depot.— A 

yearly estimate of probable requirements should be prepared by the 
manager for submission to the Superintendent of the Postal Workshop 
at Aligarh, to enable the latter to make arrangements for material, etc. 
These estimates should reach the Superintendent of the Workshop before 
the end of the calendar year. 

615. Manner in which payments should be made for 
articles purchased locally.— The price of each class of article will 
be fixed or approved by the Postmaster-General and for all articles 
purchased, bills should be obtained and submitted to the Postmaster- 
General to be embodied in the monthly contingent bill. Each entry in 
the stock register^ on account of articles purchased locally will be com- 
pared with the bills before they are passed by the Postmaster-GeneraL 
The bills will be paid by the Postmaster-General. 
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616. Eniorgent advanc6S. — to uuhA rallw.ty (a* hii*umfr 

freiglit, cooly hm* uiiil oihoi* <'!uu‘g4^s oJ uii i.atnro ii?ay he 

ul)tained froni tlie l^^iiiiash^r-(Tlt‘]i«Tal l)y rlu* imirtngor ni ilie 4oc1: dr»]>ut, 
wlio sliould give, u leeidpi lor die ainonrir juhiUji’ul to hiiti, ih rite pro- 
wScribed loriii. advauc'f^ shoido lu* adjusted, ms st)n^ tor dill 

ainount is ex])e]ide<l, by ioiManliiig to the PosiiiUHter-tJeneral the 
vfuicliors lor iho sums aud tlo^ orli^iuolly giveii tor the 

advance should lie taktuj hark and filed v^ith its roimh'rpail ia llte stock 
depot. Each advain^^ niusi lie so udjint«d heton* a [ush aduiaco i.s 
made. 

617. Supply of postal and other publications and books 
of blank forms of inland money order, etc.— INKfnl and <dli»*r 

publications and liofiLs ol blank lorios for to the public slumld be 
supplied by tln^ sirak depot to lo^arl ofiic(‘^ and -mdi Mib-ofliccs as may be 
s^dected by llic Ih^stiaasier-tuuieral in acet*rdance with his dircfuions 
or oil rcipiisitiou from Superintendents and first (dass head pobfnutstm 
and ^vlum issued they should be accompanied by invoices in the form 
])f*es(‘ribt‘(l. These invoices should be miinbered in a consecutive annual 
series for eatdi olKce. 

II. Pobtal and other puldieatloms for use in })Ost oflices should be 
su])plied direct to each office by ibe stoed^ depot in accordance with the 
distriluition list of such juiblications jirescribed by the Postmuhtcu*- 
(feneral. These should not be aeeompaniiHl bv invoices, in the case* of 
post otKees which are not supidied by the stock depot with ]mblicatiows 
'Or books of forms for sale; and in th(‘ case of offices 'which are supplied 
with publications or liooks of f<»rms for hale, the copies of publi<-ation$ 
supplied for use should he sc[)araiely tmtered In the invoices. 

Notu 1. — When no of publhatious oi* books uf blank fmms fov yale ate to be 

despatched on the 3M Mauh, the stock depot should on that date foiwaid to e\ciy head 
and sub ofB(e supplied by it v^ith puhlh ation's and books of fuims fov sale, a postal 
service postcard in the piesciibed foini. with the words “ articles of stock ** scored out, 
intimating the closing No, of the annual seiies of invoh'es of publkations and bo<»kfe of 
forms. In the sto( k depot the closing No, should be noted on the ie\erse of the ]n.«t 
invoice. 

Nmr 2. — On receipt by the stotk depot of new fopies of postal publkatimti the 
obsolete copies should be torn up and sold as waste papci. 

618. Oorrespoudeuce relating to the stock depot.— 

Ordinary and routine correspondence and r(‘fcrt‘nces (for example, 
enquiries regarding the cost of articles, and dockets forwarding railway 
receipts or bills of lading) may lie dis]>osed of hy tlie manager, but all 
other correspondence and references must pass through the Postmaster^ 
•GeneraTs office. 

619. Examination of books and accounts. — The manager 
must personally check tJie entries in the books and accounts kept iu the 
stock depot in the following manner, immediately after each transaction 
^giving rise to the entry has been recorded : — 

(a) Every entry in the stock register of stock received from 
Aligarh should be checked wuth the invoices and the entry 
under the heading Number received initialed by the 
manager. 
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(b) Every entry in tlie stock re^]^ister of stock purchased locally 

skonld be chocked with the bills submitted, and the entry 
under the heading “ Xumber received’' initialed by the 
manager. 

{(i) Every entry in the stock register of articles returned to the 
stock depot and transferred to stock shonld be checked by 
comparison ^vith the entries in the invoice, and the entry 
under the heading “ Number received ’’ in the stock 
register initialed by the manager. 

(cl) Every entry of stock issned from the stock depot in the stock 
register should be checked with the copy of the invoice on 
record, and the entry under the heading Number issued ” 
initialed by the manager. 

(c) Every entry in each invoice of articles returned to the stock 

depGt showing how articles returned were disposed of, 
should be checked and initialed by Ihe manager. 

(/) The entries in the account of charges on goods despatched and 
received by railway and steamer should be compared with 
the railway receipt or steamer bill of lading, or with the 
receipts obtained for the amounts paid, and the total charge 
entered in the account initialed by the manager. 

Note. — The manager should be particularly careful to see that articles which have 
been supplied to post offices from a Superintendent’s reserve stock, or by local purchase, 
or by transfer from another office, and for which invoices have been prepared and issued by 
the stock dep6t, are not entered in the stock register as articles issued from the stock- 
depot. — See Note 2 under rule 595. 

620. Veriflcation of stock. — The balance of stock in the stock 
depot should be verified periodically by the manager, on the dates, 
prescribed by the 'Postmaster-General. 


No. I, 

List of articles to be kept in the stock depot. 


Mail, transit, parcel and 
packet bags . , . No. 1 

Ditto . . . „ 2 

Mail bags . . , ,, 3 

Ditto . . . 4 

Registered and account 

bags . . . . „ 1 


Bags. 

4^ 10'"' (Canvas or sail cloth.) 

2'10^'x2' O'' Ditto. 

2' 4"xl' 6" (Drill rdoth). 

1' 6" X 1' 2" ^ Ditto. 

2' 4"xl' 6" (Drill cloth. Regis- 
tered bags are dyed 
yellow and account, 
bags red). 

Ditto. 


Ditto 
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Insured Lags . . . No. 1 

Telegraph and cash liags . ,, I 


Dilto , . . 2 

Cilsh bafi:s . . , ,, ^5 

Ditto . . . , ,, 4 

Closed Lund le bags . . 

Superintendents’ bag'^ . ,, 


I' G"xl' 
V Gvr 


«y 10 VO' 
1' 2\<0' 
ijf 9VcO' 
V vrxV 
2' 4VF 


2" Drill f*!oinj‘ 

2" (Drill clelh. Tele, 
graph hugft are 
dyed blue and ea’^b 
bags glefUK. 

O'' Ditto. 

9'' her with lorkj. 

fr' Ditto. 

2" ^Guz/i ehahj, 

0'^ Drill eiolh, striped 


Note 1.— Tn \(‘it .s|)»v*i(U < tlu* Po.Unui.sUu' ui tl m appt; e.*» 

proof b*i)4f5 or li.iL's uith loatlter mouth.- .ind botio/>i‘' . i»«i i.* I »'ho <uehoi^ en 

very s})eaMl <aM*s to piCMuibe othrr f(o* ba^h tii.ui tlio'-i* '/.von .thnst*. Uhe of 
expensive ha^s shonkl, howewr, be avohletl a.s inmh as po.-.ohie. it ’ ill be iunod mat 
diill oioth mail bujrs, are li^hi and inexi^eiisi^i*, ^ei^ouliy ail pi.ip<ee,% 

Note 2.— The Postmaster -Genera I may, if he eonsiiler. it iv' es'^.n^, (udei the upply 
01 leversihlo baits for xise between the 0. ti. 0. and a liead othu* or anolhej Ih L. O. '1 he 
names of the ottiees between which the ba^.s aie to be used slionld he piiritcd in Inld 
characters on the tw'o sides (ontsido and inside) of the ba^s, le.^pts lively, v ith the '“oid, 
To ” above the name on eaeh side, thus— 

«< To “ To 

D. L. 0., Bombay.” Pooim H. 0.” 

Note 3. — All cloth bac^B, ex(‘epi elosed Innidlo ba,^s, ai‘* filteil with .i ** lip,” and '.11 
mail, transit, packet and parcel hti^s aie provided with two iion Iteau, uf Gmles, 

who spe<dally desire it, may have a leatin'r loop flttid to <d‘ auv kind, oi a hi jm 
leather strap added in the fuse of canvas and sail cloth haj,s, <uill hu.^* me nor htted wilU 
leather straps. 

LeATUKIc lUClS AxVD LEATllEIl WAl.LLTS, 


Bugs for ])(i.siiuou and village pobtiueii, of diHerent fekes. 
Wallets for foot lines, of different sizes. 

Ditto for camel dak linos. 

Ditto for horse dilto. 


Hags for letter-box jieons, of diliereiit sizes. 


Pouches for luiniiers. 

Ihutfolios (leailierj for supervising officers. 

Waterprool: cloth eases for the book of runners’ appoinhuent certi* 


Parcel scales 
Ditto 
Ditto 
Ditto 

Letter scale 
Ditto 
Ditto 


B( 


ALES ANU AVFJCaiTS. 

. No. 1 with weights. 

,, 2 Ditto. 

. „ 3 DilFo. 

„ 4 Ditto. 

, „ 1 Ditto. 

„ 2 Ditto. 

. „ 3 Ditto. 
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Belts and 

Leather and broadcloth belts. 

Badges foi' postmen, village postmen, runneis, etc. 

Lei TEE-BOXES . 

Iron^ squaie No. 1 

Ditto ,,2 

Ditto 3 

Iron, loimd ............ 1 

Ditto 2 


Lamps and lanterns. 

Hanging kerosine oil lamps. 

Hurricane lanterns. 

Brass country lamps, with plates. 

Tin stoves for melting sealing wax. 

Boards, wooden. 

Sign-boards, with letters ‘‘Post Office’’ cut in them. 
Notice-boards. 

Letter-box boards. 

No admittance boards. 

Money order boards. 

Savings bank boards. 

Locks. 

Padlocks, of sizes. 

Drawer-locks. 

Almirah-locks. 

MiscellaneoUvS articles. 
Stamping pads, of sizes. 

Stone slabs. 

Ink pads. 

Bugles. 

Iron safes. 

Knives — ^probe-pointed . 

Sci ssors — parrot-bill . 

Stamping ink, black and magenta. 

Spears for runners. 

m 1 - 
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Clocks and tiiue-])ipc<'s. 

Wooden blocks lor bajys. 

. Piticeis for aJinslin*,' 

Bruslios lor cldatiinif staiafis and •■^.lls. 
CauAds bags lor kttcr-bn\ pcoi 

f 

SriMl^s Si VL^. 

Postage due, blank. 

Postage dne, ouo auna. 

Too-late. 

Ublit(iatoi, single. 

Seals lor e\|)ennient<t] posl olhee's. 
Date-stamps Jox ditto. 


Xo. II. 

List of furniture required in post offices. 

Stamping table. 

Delivery table. 

Distiil)utiiig table. 

Office tables, v^lth clravvois, fox postmaster and deik^. 
Office tables lor sub-postiaaster. 

Office box tor sub-postmastei*. 

Chairs tor postmaster (oi sub-pi^st master) ami cleiks. 
Stools for cleiks and postmen. 

Almiralis for records. 

Sorting eases. 

Window delivery sorting cases. 

Deposit case. 

Mail boxes. 

Parcel box. 

Safe — iion. 

Office box for registiMtion clerk. 

Ditto for sxih-ac count clerk. 

Ditto for parcel cleik. 

Ditto for money oi\ler cleik. 

Ditto for savings bank clerk. 

Type box. 

Sealing stove. 

Lamps. 
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Lanterns. 

Clock or time-piece. 

Letter-box. 

Bag stand or batten. 

Boards, sign, notice, etc. 

Note 1.— Ordinarily, a combined table is the only furniture, besides a stool, necessary 
for a branch ofB.ce. 

Note 2. — A. combined box is the only furniture necessary for an experimental branch 
office. 
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621. Dead Letter Offices. 

622. Functions of a Dead Letter Office. 

623. Books of refcience for a Dead Letter 

Offioe.^ 

624. Information to be oblaiiied from postal 

^ officials and others. 

625. Disposal of ai tides by rodlrectioii, the 

most important duty. 

626. Articles not to be issued on insufficient 

grounds. 

627. Forms used in a Dead Letter Office. 

628. Dead Letter (jffice stamps and seals. 

629. Fiirnituie for a Dead Letter Office. 

630. Almirahs to be opened only when 

necessary. 


Recliet 

641. Receipts of mails. 


Rule. 

j 651. No i'ulmiitaua' to iKad LeMei Otf*. e:. 

632. Erif-jiiiiy ofhre. 

633. heciec>\ 

634. (^ualiluv’Aioii*' of De-.d Letter tdfue 

I ()ffi< ials. 

I 655. Woik to Le peifoini‘‘d svjtLiu of 
I the manajeo*. 

636. Staiiipin/ oi artidc'' te»ei\ed lu the 

Dear I 1 Ad tor Office . 

637. Iju‘a,ui.uitie.s eJetefted to be icffuitcd, 

638. Tiv.itiiuMit oi <irtitUv <omai!iifi^^ any- 

I injuiious, iiide<eiiL oli.-a'iio, or 

I lonticibaiid. 

I 639. Bale of uMuds. 

I 640. Peunaiumt 3'e«oid.-. 


OP MUL^. 

1 642. OiJeninr of ba»,^ and iieatuieiit t»f oii- 
I teiiU. 


Disposal or uNREUTfeTciiED vuticld'^. 


643. Redirection of artiiles. 

644. Instructions for redirection to foreign 

countries. 

645. Disposal of unclaimed and refused in- i 

land articlcb. ' 

64b. Pieparation and use of Dead Letter J 
Office envelo^jes and labels for un- ! 
registered articles of the letter mail. 
647. Disposal of foreign articiob. | 


648. Disposal of foreign piintcd papeiw 
[xjsied in India. 

049. Postage due on luFnlcb issued by a 
J)e<nl Letter Office. 

650. Btnmfdng of Dead Lettci' (Jffne enve- 

lopes iTtid of unregistered ai tides, 

651. Refusal of sendois to pjtv po.dage due. 

652. Redir(‘(dion by jiosl olfues of aitI(iog 

issued from the Dead Letter Office. 


Disposal op registered articles and parcels and otuep articles (’ontainxxu 

VALUABLE PROPERTY. 


653. Tieatment of inland registered articles. 

654. Treatment of foreign registered arti- 

cles. 

655. Treatment of inland parcels. 

656. Treatment of outward foreign parcels 

found posted in the letter-box. 

657. Treatment of inward foreign parcels. 


658. Register (jf registoved ai tides and art! 
<*los containing valuable property le- 
ceived. 

669. Registration of unregistered articles. 

660. Uninsured articles containing coin, pra- 

<‘iou,s stones, etc. 

661. Articles containing sovoieigns exceed 

ing the prescribed limit. 


Despatch of mails. 

662. Sorting case. 665. Treatment of registered articles foil 

663. Dead Letter Office closed bundles. _ despatch, , * , . i 

664. Treatment of redirected articles for 666. Treatment of panels for despatfdi. 

despatch. 1 Despatch of letter and parcel mads. 



Dead reticles. 


Bxjle. 


Rxhe. 


668. Treatment of dead miiegistcred ai ti- 

des of the letter mail. 

669. Tinal disposal of dead unregistered 

artides of the letter mail. 

670. Monthly balance of dead unregistered 

articles in stock. 

671. Dead articles containing valuable 

property. 


672. Entries showing disposal of ai tides con- 

taining valuable propeity. ’ 

673. Final disposal of ai tides entered in the 

register of registered articles and 
articles containing valuable property 
in store. 


Miscellaneous. 


674. Efficiency of post offices tested in Dead 

Letter Office. 

675. Dead Letter Office to be frequently 

visited by Postmaster-General. 


676. Half-yearly inspection of Dead Letter 

Office. 

677. Manner of testing efficiency of the Dead 

Letter Office. 
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CHAPTER i3. 

Dead Letter Offices. 

General rules. 

621. Dead Letter Offices.— D^-ad Letter Offices are e.sfablisljeJ at 

Ajmer — for Il!i]iiut.aiia,. tlio ]iead-quarfei'.s btutions noted in the mar^i’i, 

serve the circle or circles shown against 

Dacca-for i-’dbtern Reng.al each. Dead Letter Offices are under the direct 
and Asbarn, 

Lajiore — foi the Punjab and control and supervision of tLe Posiniaster- 
Lu^kMw-'lw^X^'^DDited General, and the duties are carried on hv an 

officer designated manager, assisted by clerks. 
Madras— tor Madras. Tlie manager is responsible to tbe Postmaster* 

^enirJ entire work of tlie office in 

Bangoon— for Euima. every detail. 

II. A Dead Letter Office should ordinarily be closed only on Sundays 
and Post Office holidays. 

622. Functions of a Dead Letter Ofiftce.— The functions of a 
Dead Letter Office are twofold : in its character of an enquiry office, it 
deals with articles the delivery of wffiich to the addressees it is possible 
to effect; in its character of a Dead Letter Office, it deals, under the Post 
Office Act, with articles the addressees of wiiich cannot he found, or 
which have been refused by the addressees, and in this character it is 
also the deposit office of dead articles,’’ /.e., articles the delivery of 
which cannot be effected either to the addre^ssees or senders. 

628. Books of reference for a Dead Letter Office.— E my 

Dead Letter Office is supi)lied with the latest issues of Directories ^ Arwy 
Lists, Civil Lists, Distribution Lists of Depavhnents, and every useful 
and availal)le book of reference published in any of the presidencies in 
India. Distribution Lists of the employes on railway and other large 
commercial establishments should be obtained from the authorities con- 
cerned, and also any similar information available from othej* quarters. 

II. Each Dead Letter Office should secure a copy of every publication 
appertaining to the circle or circles served by it for its own use, and a 
sufficient number of extra copies for distribution to the other Dead Letter 
Offices, care being taken that every new edition of any publication is 
promptly acquired. 

624. Information to be obtained from postal officials 
and others*— To enable him to dispose of articles, the manager of the 
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Dfead Letter Office sLould, wleii necessary, apply for tlie required in- 
formation to postal officials of any circle, to heads of offices, and to 
others, such as agents and managers of commercial concerns, officers com- 
manding regiments, etc., who may he in a position to supply such m- c 
formation. If a postal official does not promptly reply to an application 
for information, a report should be made to the Postmaster-General : at 
the same time the manager should be careful not to make unnecessary 
enquiries. 

625, Disposal of articles by redirection, the most 
important duty. — The most important part of the work of the Dead 
Letter Office in its character of an enquiry office is the disposal of 
articles by effecting their delivery to the addressees. It should be 
borne in mind that, except in the case of refused articles, every article 
belongs in the first place to the addressee, and that it should be delivered 
to the sender only when every possible means to find the addressee has 
been unsuccessfully tried. 

626, Articles not to be issued on insuIBhcient grounds,— 

Whilst every endeavour should be made to effect the delivery of artiefes 
to the addressees, or, failing them, to the senders, no article should be 
issued from the Dead Letter Office on insufficient grounds or without a 
reasonable hope of its reaching the addressee or sender. It is preferable 
that the disposal of an article should be delayed until reliable information 
regarding the addressee or sender can be obtained, than that it should 
be sent out on the mere chance of reaching its destination with the pro- 
bability that it will be returned undelivered to the Dead Letter Office. 

II. When any article issued from the Dead Letter Office is returned 
undelivered, it should be examined by the manager, or by a clerk 
specially selected for this duty, who should observe whether the in- 
formation on which it was issued was sufficient and reliable. If it is 
found that the revised address was incomplete or illegible owing to 
the carelessness or bad writing of the clerk of the Dead Letter Office 
who wrote it, or that an article was issued by him unopened for return 
to the sender, though the latter’s name and address were not fully 
given on the cover, he should be reprimanded or reported to the Post- 
master-General, as may be considered advisable in each case. 

627, Forms used in a Dead Letter Office.— The following 
forms are prescribed for use in a Dead Letter Office: — 

(1) Dead Letter Office receipt register. 

(2) Dead Letter Office despatch register. 

(3) Register of registered articles and articles containing valu- 

able proj^erty received. 

(4) Register of registered articles and articles containing valu- 

able property in store. 

(5) Half-yearly return. 

(6) Registered journal. 

(7) Registered article envelope. 

(8) Registered list. 
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• * (9) Parcel list. 

(10) Index of parcel lists despatelied. 

(11) Mail list. 

(12) Book of, addressees’ iiistriiction«?, 

(13) Error book. 

(14) l)ea*d Letter Oifico em elope — T’"!iclaiuif‘d uad r^du^ed, 

(15 j Dead Letter OlFice envelope* — Redirected. 

(16) Dead Letter Ollice laliel — fLiclaiined and lefu^ed. 

(17j Dead I<ettcr Oliico label — Redirf‘< led. 

(18) Dead Letter OHiee cnvelopt* — Station do ed bundle. 

(19) Dead Letter Offke (‘iivelope — Sortiiiij^ do^^ed ])un<ile. 

(^20) Form of letter direrting locovery ot po>t. ge due on u fu-fd 
or niidaiiued articles. 

(21) PostiiiUbter-fJeneruPs order book. 

• (22) Stock book. 

(23) Bond of secrecy, 

628. Dead Letter Ofldee stamps and seals. —Tbe -tamp- ami 
iseals pi escribed for use in a Dead Letter DfKee are — 


(1) Dead Letter 

Ollice 

name-stamp. 

(2) 

}> 

dat (‘-stamp. 

(3) 


postage due stam]>. 

(^) 


registration stamp. 

(5) 


seal. 

(«) 


registration seal. 

(T) 

55 

jiarcel ,, 

(8) 

5 * 

insurance ,, 


Impressions of tbe stumps and seals should be made in u book t*\eiy 
morning and examined by tbe manager before work ior tbe day bi*gin->. 
When not in use, tbe stamps and seals should bf* b)dvt‘d up by tbe 
manager. 

629. Furniture for a Dead Letter Office,- -The uitides of 
furniture ordinarily lequired Jor use in a Dead Letter DIfice are tbe 
f ollowi ng : — 

(a) X large table on wbidi to open mails. 

(b) A table on wbidi to .stamp articles. 

(c) A sorting case u itb compartments for Dead Lidter 

(^Z) A sorting cawSo with eoinpaid rnents for the head and <-ub (dlstes 
in tbe circle for which closed bundles ar<^ made up. 

(e) Four almirabs fitted with good locks and with conipaitmmits 
marked alphabetically. 

(/) Store almirahs fitted with good locks and of hxivh sisse and 
number as may be required. 
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(g) Almiralis of sucli size and number as may be required. 

(/i) A desk for the manager. 

(i) Tables for clerks : as many as are required. 

(j) Chairs for the manager and clerks. 

(k) An iron safe. 

(Z) Two large strong boxes with double locks. 

(m) Letter scales and weights : as many as are required. 

(n) Parcel scales and weights : as many as are required. 

(o) Stamping pads and ink pads : as many as are required. 

(p) Tin trays : as many as are required. 

630. Almirahs to Tbe opened only wlien necessary.— The 

almirahs in the Dead Letter Office should always be kept locked, and the 
keys should remain in the possession of the manager. These almirahs 
should be opened only when necessary and in the presence of the 
manager, who should continue present until they are locked again. 

681. No admittance to Dead Letter Ofllces.— It is a strict 
rule that strangers or persons not connected with the Dead Letter Office, 
whether postal officials or not, should not be permitted to enter the 
Dead Letter Office. The employment of unpaid probationers in a Dead 
Letter Office is absolutely forbidden. 

632. Enq.uiry ofl3.ee. — To enable the public to make enquiries at 
the office, in its character of an enquiry office, an enquiry window 
should be provided and the Dead Letter Office should, if possible, be in 
the post office building or near it. 

683. Secrecy. — ^Every person employed in a Dead Letter Office 
must, in accordance with section 38 (1) (&) of the Post Office Act, be 
bound to secrecy, i.e., not to divulge information obtained from any 
letter or other article opened and read or examined by him. The 
manager and each clerk will, therefore, on appointment to a Dead Letter 
Office, be required to sign a bond of secrecy in the form prescribed. 

684. Qnaliflcations of Dead Letter Ofl&ce ofl&cials.— The 
manager and the clerks of a Dead Letter Office should be perfectly trust- 
worthy and should possess a good knowledge of English. They should 
be so selected that no difficulty will be experienced in reading the various 
vernacular characters. They should be required to commit to memory 
that portion of the Quai^terly List of Indian Post Offices which includes 
the names of the post offices in the circle or circles served by the Dead 
Letter Office in which they are employed. 

635. Work to be performed within view of the manager. 

— The work of the Dead Letter Office must be carried on in one or more 
rooms to be used exclusively for this purpose. The whole establishment 
should work in the same room, if possible, and the clerks, while on 
duty, should be so placed as to enable the manager to overlook their 
work. The bags received should be opened on a table and the articles 
taken from them stamped and disposed of in full view of the manager. 
Similarly, the bags to be despatched should be packed and closed on 
the table in his presence. 
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636. Stamping of articles received in tlio Dead Letter 

Office. — All articlos rocoived in tlio i )f!uv dioiud h ^ damped 

^with the Dead Letter Ohice date-siamp whea received, aiid m when 
‘despatched, even, t bough the .'ame dal<* in \ huU' to bn in.pu-^nd nn 
both occasions. 

637. Irregularities detected to bo reported. -"Jt ^ an 

important duty o£ tlie manager of a Dead Lei^r to no biing U) !be 
notice of tho Postmr^tei -General all hr ^ (btcrtfHG ^nh us ik^hI 

less redirection by ])Ost olHcts, and all hi^tajice*, ol dl^ieLMid ol rules or 
carelessness on flic puii oi po-^imastefs. 

688. Treatment of articles containing anytliing in- 
jurious, indecent, obscene, or contraband. -The (udej^ of die 
Postma&tei-Geii(‘idl iimst 1 h‘ specially obtained as ng.ids thc^ dhpo'-al o£ 
postal articles iu the following cases: — 

(1) Articles siiS])octecl of containing any exjdosivc, dangerous, 

deleterious or lilthy substance, or an^tbiag likely to injure 

• the mails or any of}i(‘er ol the Po^^ Gffsee Po.^nl 

Guide). 

(2) Articles found to contain anything indecent or ob«‘cene, or to 

bear on their outside, — ^whether on the mticle itseit, as iu 
the case of a newspaper, or on the cover, — woid% inark« 
or designs of an ind<‘e(mt or ob-cene characler, or oi a 
chaiactcr fulling under llu* other heads of the eatcgoiy 
given in the Po&Ud Gmde. 

(3) Articles found to contain «anything that is contraband, such 

as — 

(a) Opnim .... When not cent on G rmnont ncconnf. 
(2>) lihiny;, ^nnja, sirldlice or Wbeo inten led for Burmi, Port TAmt 
ol her prepa i <ition^ ot hrmp. or N..neow r j. 

(c) Phearms, and ammunition When not sent on Government aceonnt 
(as defined in tho Fo&icU and intended fur any piaeo in Burm«i. 
Gu <Ie). 

Explanation. — So far as articles containing anything that is contraband aie concerned, 
ibis rule applies only to cases in which it is known for oeitain, either on the aithlo bung 
opened under the piovisions of the rules in this chapter oi in ^ny other way, that the 
contents are of that natuie. In the case of articles of which the lonlcnt^ are only suspected 
to be (ontiaband, the procedure laid down in rule 46-1 of the Poet Otjue Manual^ Yohwno I, 
6th edition, should be iollowed. 

639. Sale of records. — The records of a Dead Letter Office which 
are more than twelve months old (except records of a permanent 
character) should, at the end of that period, be lorn up and made over 
to the head-quarters post office for sale. Office copies of the Postal 
Guide i Quarterln List of Indian Post Offices^ Compendium of Postal 
Information^ Directories^ Army Lisis^ Civil Lists f and other books of 
reference should be made over to tbe head-quarters post office for sale 
when no longer required or when new editions are received. 

640. Permauont records* — The following records of a permanent 
character may, with the special permission of the Postmaster-General, be 
destroyed after tbe lapse of three years: — 

(a) Dead Letter Officer^ receipt register. 
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(h) Dead Letter Office despatch register. 

(c) Register of registered articles and aiticles containing valuable 
property received. 

{d) Register of registered articles and articles containing valuable 
pi 02)61 ty in sioie. 

{e) Hali-yoaily returns. 

(/) Eiiorbook. 

(g) Po&tinasfcci-Generars order book. 

(li) Slock book. 

(i) Coirospondence relating to sucli matters as the Postmaster- 
General may decide. 

II. The bond of seciecy of an official who lias died, resigned, retired, 
or been dismissed sliould be pieseived so long as any secuiity furnished by 
him remains valid. 


Receipt of mails. 

641. Receipt of mails. — The closed bundles, registered articles 
and parcels and other articles addressed to the Dead Letter Office by the 
several post offices of the circle or ciicles served by it, and also by other 
Dead Letter Offices, will be received from the head-quarters post office 
enclosed in mail and parcel bags, entered in, and accompanied by, a 
mail list. The manager should compare the bags with the entries in 
the mail list and then receipt, sign, and stamp the list, and place it on 
record. A sorting mail bag containing a sorting closed bundle made up 
daily (except on Sundays and Post Office holidays) — 

( 1 ) by each head office in the circle or circles served by the Dead 

Letter Office ; 

( 2 ) by such sub-offices as the Postmaster-General may decide; and 

( 3 ) by the other Dead Letter Offices; 

will be due to be received daily from the head-quarters post office. 

642. Opsning of bags and treatment of contents .—Every 
hag received in the Dead Letter Office should he opened in the presence 
and under the supervision of the manager, who should immediately 
make over the registered articles and parcels received, together with 
the registered and parcel lists, to the registration clerk, or keep them in 
his own custody until this can be done. The registration clerk should 
careiully examine the condition of every registered article and parcel, 
check the entries in the lists, and then receipt, stamp, and sign the 
lists and jjlace them on record. 

II. The unregistered articles, which will be received ready sorted 
according to the following classes, vi :^. : — 

(a) undecipherable articles and articles with fictitious addresses, 

/i.\ 1 ...: — 
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(( } V( Oisod faii( 

(d) un(l(1i\(‘Kd)lo i'-siiui ir<im !)« ad fjett i 

• should 1)0 liaiKl(*d ()V(t to t^io ^(‘l<rU’d ioi tl o jaupos(‘, Uio 1 f)tdd 
stamp tlieiu and Vourii and ont ( ^In* »nnnlM‘i ni aMi ( », pi mI in 
e.,ch class iji (Ik* a}>|)io])uat(‘ (fdumn ot ilu I) ♦] Lcfn " ( ‘ jumti 

registej , ()j)[ 6sit< to tLo iiann* cd ilit* ^ v‘ hu li 1}*‘ < in mI Innadc 
was madt‘ iin nr ilio aH i( lo \ as d(‘S[ a^f clmI. Tim iini ai^u*h -i 

received should tin u l)t‘ distiilaihd to tlm e^<Ial ri ik lor di-po'^al in 
the luaum^r hereiiiaft(‘r descrilMd. 

iNoai — till 1 leiK <1 ind Kiiwtl toa t 1 ii iK p» a L t O ^ |j)» 

maiked by the rk p I 'un »• no 1 ofii « Ch tit ♦ ol *M ‘ “ No* kr ' * * 

ckiniec],” f)t‘< ' i''L< 1 ’ oi ‘ Ik tn ( rl,’ js fhn. < • + ti j o ’’Hi « r ft v r i I > » 1 f ' •‘h 
or \oniuiilai foi i il i ul aifidc , bul it rmi t h Ui J n 1 h f< 1 m .ol 1« ‘‘I b r ( ii 

■who btainp tho tin « (kiI aih k a fl tU j 41 li j n i Ml iu h o ,m imH t( pah 

sibk tint ill ijM< Kud ind u eti i< d ml uirt ati i li ^ I ,n ^ mJ tai*;ni^l.rd ; 
p tho at ifiMni «ntu]iv this le^iumsihiliiy v ill ii I <> i fh^ rii m >■ 1 "J hi«? i& rn 
impoitaub duty and nmst be tan fully attended to, a 111 an < > l*e « itiv 1 omitted on 

a foiei£<n aitnk, it should be letumcd to the dtsputdun^ a fu«- i a "ucply at the omndun. 


Disposal of unregistered articles. 

643. Redirection of articles.— A Dead fadttu* Dlfne nmy re- 

direct uiircgist-exod article^, wiiJioxit ic*sniction, io any post oirne in ludia 
(incliidiug Aden} or to any ])la(e out oi India* ilut sai‘\ed l>y 

the mltiud post. Endeavour should ho made by candiil and intelligent 
reference to Dnu ciones, Annfj Lish, Cittl Li f'% etc., and by setdang 
information from everv available source, to asci^itaiu sultieicni and re- 
liable data for the redirection of arlitdes re(ei\Ml l>y the Dead l.eiter 
Oft.ee ill its character of an enquiiy offite. Tho^e aitiidi's re- 
garding wdiich reliable information can bo obtained should bo redirect- 
ed, the revised addresses being writtim on ibem legibly in red ink, and 
any maiks or w^oids of the pi e\ Ions addresses wftich it is necessary to 
obliterate being neatly s(‘ored out also in red ink. Those articles the 
addresses of wdiich cannot be deciphered or ascertained, should be treat- 
ed under rule 045 or 647, as the case may be 

644. Instructions for redirection to foreign countries.— 
All articles oi correspondence originally received for delivery in India 
by tlio foieign post, may be redirected on reliable information to any 
country or place served by the loieign Imt coriespondencc which 
was originally posted for transmission by the Indian inland post may not 
be redirectcMl to the United Kingdom or any other country or place 
served by the foreign post without the express written instructions of 
the addressee. 

II. Before an article is redirected to a country or place served by the 
foreign post, the original written instructions of the addressee should 
always be referied to, as wtII as the entry in the book of addressees^ 
instructions ; and, in the alisence of such instructions, special care should 
be taken that the information on which the article is redirected is 
really reliable and complete. 

Note. — ^Letters addressed to commissioned officers, warrant officers, non-commissioned 
officers, subordinate officers and private soldiers and seamen in the Army, Nary, Eoyal 
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Marines or Indian Marine, who are actually on duty in His Majesty’s Service, are exempt 
from any charge on account of redirection [see Postal Guide). Dead Letter Offices may, 
therefore, in all cases redirect such letters to the United Kingdoni or to any Biitish colony 
or possession, even when the addiessee has not left oxpicss instructions behind him^ 
provided that the infoimation on which action is taken is really complete and leliable. 
This rule does not apply to post offices but only to Dead Letter Offices. 

645. Disposal of unclaimed and refused inland articles. 
— ^Unclaimecl and refused articles received by the Dead Letter Office in 
its character of a Dead Letter Office should he separated and disposed of 
as follows: — 

[а) Articles posted in post offices of circles not served by the Dead 

Letter Office and articles issued by other Dead Letter Offices 
should be sent to the Dead Letter Offices by which the 
offices in which they were posted are served, or by which 
they were issued, as the case may be, and should be sorted 
accordingly into the sorting case for Dead Letter Offices. 

(б) Articles posted in post offices of the circle or circles served 

by the Dead Letter Office should, if possible, be returned 
to the senders. It the addresses of the senders can be fully 
ascertained from particulars on the outside, the articles 
should be returned unopened ; if the addresses of the senders 
cannot be so ascertained, the articles should be opened, and 
in case sufficient information is obtained by a perusal or 
examination of their contents, they should be returned to 
the senders; otherwise, they should be treated as dead 
articles and placed in deposit. 

Note 1. — It sometimes happens that articles which have been delivered are reposted 
unopened, but enclosed in another envelope bearing the revised address of the addressee. 
Such envelopes, when not prepaid, are in the usual course taxed with postage by the office 
in which reposted ; but if refused by the addressees, they should, on receipt in the Dead 
Letter Office, be opened and their enclosures redirected free to the addressees without being 
opened on the presumption that they were refused on account of postage charged. 

Note 2. — The manager of the Dead Letter Office should bring to the notice of the 
Postmaster-General all cases in which unclaimed articles are kept in deposit by post offices 
f f a longer or shorter period than that prescribed, and all cases in which redirected 
articles that are unclaimed are detained in deposit against the rules. 

Note 3. — When, on an article being opened, it is found that the sender’s address is 
in a circle served by another Dead Letter Office, the article should be transferred to that 
Dead Letter Office. 

Note 4. — When it is found on opening an article posted in India that the sender’s 
address is in a British colony in Asia or Australasia, the article should be forwarded to 
the Dead Letter Office of the colony. If the sender’s address is in the United Kingdom, 
or any foreign country, or any colony not in Asia or Australasia, the article should be 
forwarded to the Returned Letter Branch, London. 

Note 6. — Newspapers published in India, whether unclaimed or refused, should be 
put up in bundles for each newspaper office and returned, free of charge, to the publishers. 

646. Preparation and nse of Dead Letter Ofi&ce enve- 
lopes and labels for unregistered articles of the letter 
mail. — When an unregistered article of the letter mail is redirected to 
the addressee, it should be forwarded enclosed in a Dead Letter Office 
redirected envelope, if the article has been opened or is in any way 
damaged. In every other case the article should, except as provided 
in paragraph III of this rule, be despatched, without being enclosed 
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in an envelope, the necessary alterations being made in the addre.ss as 
described in rule 64^. If (he article is so oveilaid with inbijcr or cor- 
rections that there is no space for the revi^-ed ad(!n“-j (o written 
* legibly, the name of the new otllce of destination only should he jduinly 
written in red ink on the face of the aiti* le, ,ind a l)('ad Lotif'V 
Office label tor redirected artirbs vith the revi-ul address written on 
it should bo pasted to the arlicb'. 

II. When an iiiK'lainied or rtdasod inland d ariicle of tlie 

letter mail is reiiirnod io ilio sender, it AnnM 1h* nif lo vd in a Doad 
Letter O^tice envelope for um laiiiied er Teiin-sed a- i!n* cu^e may 

be, nnless tlie article boars ilie name and addie^- o[ lie* m ndfi 'a t’lll 
ontside and has not been o])oiied. To an umdained or rt‘tnM‘d inland 
article wliicli beatsS llio name and addre*ss oi fhe ‘'(‘oder in lull outside 
and nas not boon opened Ilie appropriate Lead Lelb'r LiIm*! ^bouJd 

bo pasted. 

III. If tliere is no space on an article for pastint^ u labt-l or impro^ss- 
ing the Dead Letter Office stamp, or if for any otla^r r<‘a<«on tlie nianap^er 
considers it ijec<ssary, any aiticle may he forwarcbnl enelosiHl in a Dead 
Letter Uilico envelope. 

IV. WbeneviT a l)(‘ad Loiter Office cTivelope or label is used, the 
name and lull address of the tuUlressee or the sender, as ca«e may be, 
should bo legibly written on it. 

Noic 1. — When n icfu&od .jviiclo U endo^f-d in <*u\c»?'pcs the Bcitl 

Letter OfTico cleik wii(e <>ii tliu envelope ti>e naiin oi Oie w in the 

character (En^^lish, oi verncuiLa, as th<* <.ifcc may bt*) in v hif h tSe v ( ^MiU<a by 

the sender. If the <*loik cunooi \uito (he ih**ia<lei, the luino oi tin* oa nijl .ddursve 
should bo ontuied in the ^ouu'^ullr ui (he dutiHl in \\hi<U llu Ds.al L* tn OIimc , 

IS to be delivered. 

Norn 2. — Lettr>rs icdiroited to foiol^n countiies bh<‘ui(l on no arwmnt be enclosed 
in Lend Letter (-Xlice en\el(avs. If such an aitkle is (#p(m{*d or otheiwne damaged, 
it should bo laiofully lep.iiied, a iio*j beiic; made on the <uver umhn’ tin* i-i 'miture of 
the mana^^er, or, in case of iiecei».iity, it may be en(*lo*cd in a protOvtia.; ernt*lupe. 

64 : 7 . Disposal of foreign articles. — The ^Madras Dead Letter 
Office is the Dead Letter Office for the disposal of undid im*able arifides 
received from Ceylon. The Bombay Dead Ledi(‘r Oliice is the Dead 
Letter Office for the disposal o£ undeliverablo articles received from oihtT 
foreign countries. 

II. Articles which have been received from foreign countries and are 
unclaimed should remain in depoftit in llie Dead Ltdii^r Office for one 
month'* and, at the ox])iraiion of that period, should (if not already in 
the appropriate Dead Letter (Jfliee) be smit to the Madras or Bombay 
Dead Letter Office, according as they were roe**ive<l from Ceylon or 
from foreign countries oilier than Ceylon. The Madras or B(>mbay Dead 
Letter Office will dispose o£ the articles according to the instructions 
on the sxibject in the Foreign Post Manual , Volume I. 


* Exijeption'. — ^Foreign newspapers and packets received without wrappers or cov<^ji 

should be transferred to the appropriate Dead Letter Office (Bombay or IMadras, as the 
case may be) by firbt mail , — instead of being detained fi>r one month like other foreign 
articles. 
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• III. Refused foreign articles should be disposed of in the same way 
at once, without being detained. 

Note. — Foieign aiticles should not be opened by any Dead Letter Office other than 
the Madias and Bombay Dead Letter Offices, and neitiiei ot these otfnch should open 
any foreign article for the disposal of which it is not responsible unckr this lulo. 

648. Disposal of foreign printed papers posted in India. 
— If unclaimed or refused printed papers, such as price lists, trade 
circulars, etc., posted in India be found on being opened to have 
originated in England or any other foreign country, i.c., if the address 
of the sender be foreign, they should be sent at once to the appropriate 
Doad Letter Office {see rule 647)^ which will deal with them under the 
general or special instiuctions given to it by the Postniaster-Gonoral. 
Such unclaimed and refused aiticles should be entei ed in the usual 
course under the heading Despatched to Dead Lettoil Offices in the 
Dead Letter Office despatch register, and should be cie^^patched in tbe 
usual manner, the foreign articles being separaie]\ buiidlW together. 

649. Postage due on articles issued by a J^etter 

Office. — Unregistered articles issued fiom a Dead Letter Office slhould 
be treated in regard to the postage due on them in accordance with 
following rules : — 

(^ 7 ) AVhen re-directed to the addressee by the Dead Letter Office, 
in its chaiacter of an enquiry office, an article should be 
taxed with the postage originally due on it, unless it be 
redirected to a foreign country, in which case the taxing 
of postage on it should be left to the office of foreign 
exchange. 

(5) When returned to the sender, an article should be taxed with 
the postage originally due on it unless it be a service unpaid 
or insufficiently paid article, in which case it should be 
forwarded free, the postage previously due on it being 
cancelled under the initials of the manager and scored out 
in red ink. 

650. Stamping of Dead Letter Office envelopes and of 
unregistered articles. — When, according to the provisions of the pre- 
ceding rule, an article not enclosed in a Dead Letter Office envelope is 
taxed, tbe Dead Letter ()ffice date-stamp should be impressed on the 
article, the original ^ postage due ^ impression remaining intact and 
in force ; but if tbe ^ postage due ’ impression has been omitted on an 
article, or if an article has to be taxed afresh as insufficiently paid or 
as a penalty for any infringement of the rules, the Dead Letter Office 
postage due stamp should he impressed on it. If such an article is 
enclosed in a Dead Letter Office envelope, the Dead Letter Office postage 
due stamp should be impressed on the envelope only. If a paid article 
is redirected to the addressee without being enclosed in a Dead Letter 
Office envelope, the Dead Letter Office date-stamp should be impressed on 
it; if it is enclosed in a Dead Letter Office envelope, the date-stamp 
should be impressed on the envelope only. 

Note. — The postage due stamp shoidd always be impressed on tbe face of an article 
or Dead Letter Office envelope. 
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651. Befusal of senders to pay postage due If ar- 
ticle, isbxiod from ilie Dead Leltei OIIko hu* i , i ‘J d j m1 

reali'satioii of tlie oi my (‘ilit*! ^uui 1 'uf (m ’u i ^ ‘d "" 

the sender and Kduriicd to the b<‘ ul Lethi Oiiu* , tli» 

in the first iiistumcs is^ua a leit< i t,> Ue po ni.aM ^ i t 

form presdlhed. If the ^ oxh 2 .till i - to th | ? \ ^e d 1 . 
mana^a^r s]>r>ald satanit (lie ^ * for il ' ouhi/ii te i ( j .41 
ral, who %\ill d'^eidc^ vtlielhci ^lon-oiix u 1 u».i ]»< nd ; * i « 

should he stop[)(.d, aod ji so. the i "sii , u xx . 5 ih ‘ ]>i ■'( 2 II I 

form, will ho is^'Ued to po (ma t i. >]•' idn I i< ^ [t i dd ^ t i ‘ 

to pay the ])0'^1a"e; {lx» manai»‘ei ^ull a/^.hi -.il i“r «. x il ‘ F< t- 

mahter-0(Xie^Ml ior hual oidei*.. In tlu* iti.spait' ol { ii il' tiot it' 

necessary to eoimex pavmeiit. 

652. Kedirection hy post ollioos of aHicJrs J.-’snrd 

from tliG Dead Letter Office.— II mi ..ithK* v]/hu uo pu•^i mo 

is due or a soi v ice tutud<» i«''-ued by 11u‘ i)<ad Utjx *% v\ [udh^r 

for delivery to the addiessee or letuin to the '-endei. ( MU(»t Ix' <h h- 
vjered l)y the office to which ii i^ lorwaidiMl, h may I * inilrcciul h\ 
the ofhee ouly in ease the addressee* or M‘iHlei lias adually Ixxm 'witi. In 
the jurisdicti )u of the post odico uiid has left iu-*!-, ik lioius -^ur 
the rcdirectioti of articles to his addiess xr h\ (.»-e he 1 is 
sent such instructions from elsowhens In all otlici <*as{*^ li 

articles, as also all unj)ai<] aiti(*Ies issued hv the J)t‘ad Letter Dlln % 
will not be redirected, Imt will he reliiriied al once to the Dead Leti*^r 
Office, any information in regard to llie retistsl addiess of tht* addles- 
see or sender tlial the postmaster may ]>o>^ess being given on tla' co^e^ 
to assist the Dead Letter OHice in (lisixeing of il. 

Exclption.— T hih iul(* is not lutcuded to uuwcut a lu ul oificf* ttoin 'odto ttina to a sub 
office in df count \^iUi it an article i Miecl by tlie I>oad Lettci Oiheo xoi delnoiy fiom the 
head office itself or another of its sub offi« es. 

Disposal of registered articles and parcels and other 
articles containing valuable pi^operty. 

658. Treatment of inland registered ai'ticles.— Tln^ Dead 
Letter Office deals with inland registr'red articles the addri'ssoos of 
which have not been iound, and also with those which hare bec'n 
refused by the addressees and wdiich the oflices of jioding have been 
unable to deliver to the senders. 

II. Dnclniuied inland registeied articles vecem-d in the Dead Letter 
Office should be disposed of by the registration clerk in the same man- 
ner as unclaimed inland unregistered aiticles ^sce rifles Hlo and Utd), 

• except that when redirected to the addros.see or return ed to the sender un- 
opened they should he accompanied by the receipts and acknowledgments 
(if any) appertaining to them, and that when issued for delivery to 
the sender after having been opened they should l)o enclosed in Dead 
Letter Office registered article envelopes, \vhich should be registered 
in. the Dead Letter Office for despatch on postal service. An unclaimed 
v.-p. registered article which cannot be delivered to the addressee 
.*Ehould be returned to the office of posting for delivery to the sender 
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with only the Y.-p. article receipt ; and the manager will be personally 
responsible that in such cases the upper (or money order) part of the 
form (including the intimation to the payee) is not returned to the 
office of posting but is destroyed. 

III. Eefuscd inland registered articles received in the Dead Letter 
Office should be opened by the registration clerk, and if sufficient in- 
formation as to the addresses of the senders can be obtained by an 
examination of the contents, the articles should be issued for delivery 
enclosed in Dead Letter Office registered article envelopes, which 
should be registered in the Dead Letter Office for despatch on postal 
service. If this information cannot be obtained, they should be treated 
as dead articles and placed in deposit. 

IV. If a registered article on being opened is found to contain 
currency notes or other articles of value, an inventory of the contents 
should be made by the registration clerk, and this should be examined 
and signed by the manager, and placed in the registered article 
envelope with the article. 

V. If a registered article be refused by the sender, it should be 
placed in deposit with other dead articles. 

664. Treatment of foreign registered articles.— The 
Dead Letter Office deals with unclaimed and refused foreign registered 
articles. Such articles received in the Dead Letter Office should not 
be opened, but every endeavour should be made by consulting books 
of reference, etc., to trace the addressees of the unclaimed articles. If 
the addressees cannot be traced, the articles should remain in deposit 
in the Dead Letter Office for one month and, at the expiration of that 
period, should be sent to the appropriate Dead Letter Office {see rule 
647). In that office the articles will be disposed of according to the 
instructions on the subject in the Foreign Post Manual. 

II. Defused foreign registered articles should be disposed of in the 
same way at once, without being detained. 

655. Treatment of inland parcels. — The Dead Letter Office 
deals with inland parcels the addressees of which have not been found, 
and also with those which have been refused by the addressees and 
which the offices of posting have been unable to deliver to the senders. 

II. tTnclaimed inland parcels received in the Dead Letter Office 
should be disposed of by the registration clerk in the same manner as 
unclaimed inland unregistered articles {see rules 643 and 646), except 
that, in the case of registered parcels, they should be accompanied by 
the receipts and acknowledgments (if any) appertaining to them. 
Dnclaimed parcels which cannot be delivered to the addressees and 
respecting which the addresses of tne senders cannot be ascertained 
from the particulars on the outside should be opened by the registration 
clerk, and if sufficient information as to the addresses of the senders 
can be obtained by an examination of the contents, the registration 
clerk should prepare an inventory for each parcel, which should be 
examined and signed by the manager. The inventory should be placed) 
inside the parcel, which should then be securely packed and sealed* 
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issued lor delivery. When the ori^Innl locoipt which accoiQ- 
panies the parcel is torn or so oveilaid y^iih riling fo ho obscure, 

^ should be prepared in the Dead Tjelter Office to eec)Tnpan'r the 
^parcel ; and when the nuiukr slip parted to the parcel is torn or ille- 
gible, it should be replaced bv a coire>poiid»ng number by the Dead 
Letter OfHce. 

III. An unclaimed v.-]). regisicied paircl uliicb cannot be d^diver- 
ed'to the addressee should be r<‘taiiiul to the o{lic^> ot posiing for 
delivery to the sender witii only ilic v.-ji. [>arcel i nipt ; nod the 
manager will be peiaonally rc^xmMbl^' Diet in .^urli odSiji the tipper 
(or money order) pait ot the toim (including the intimation io tho 
payee) is not returned to the oflice (d potting but i^ de^tioted. When 
an unclainn^d Y.«p. imiegi-ltred aitltb* vlihli cannot be delivered to 
the addressee is rt‘hijiied to the ofl.ce oi podlng tor delivery in (he 
sender, the wSiam])S in payment oi luonej* cnbT cou^mission aflixcil io 
the money order pojtion ot the v.-p. form should be obliterated a second 
time (ill black ink), and the portion of the loriu a]Kj\e tin* po'^tage 
stamps (but not including the posiago staiujis) sliould be destroyed and 
only the remaining portion, including the stamps, should be returned 
with the v.-p. unregistered article. 

IV. Inland parcels which have b(*on refused by the addre-?ftees, and 
which the ofCces of posting have been unable to deliver to the senders, 
should be opened, and if suiOcient informal ion as to the addn^sse? of 
the senders can bo obtained by an examination of Ihe content^, the 
parcels should bo dealt with bj" the regisii at I )ii cliik in tlie same manner 
as unclaimed parcels which cannot be di-liverfd to the addicssee.*. and 
respecting which the addresM«* o£ the ^endeiN cuiinot bo ascertained 
from the particiilais on the oiitMue, rtde jiari graph JI. IlduMxl 
registered parcels issued for dedivery should ho accompanied hv the 
receipts and aeknowledgnienis, if any, a])perta liiing to (hem. if in- 
formation sutiicieut to justify the issue of a ]>ai*cel fioui the Dead Letter 
Office^ cannot be obtained, it shouhl be treated us a dead article and 
placed in deposit. 

V. If a parcel be refused by the sender, it sbould be placed in deposit 
wdth other dead articles. 

656. Treatment of outward foreign parcels found 
posted in the letter-box.— Outward foicign parcels tound posted 
in the letter-box which cannot, owing to some neglect or breach of the 
conditions applicable to such parcels, be forvsnirded to dcsiinatiou wdil 
be received in the Dead Letter Office for disposal. If the addrc<^s of 
the sender of such a ])arcel can be ascertained from the particulars oa 
the outside, the parcel, accompanied by the receipt appertaining to it, 
should be issued at once, wdiliout being opened, for return to the ^sender. 
If the address of the sender cannot be so ascortainecl, the parcel should 
be opened by the registration clerk, and if sufficient information us to 
the address of the sender can be obtained by an exami nation of the 
contents, the registration clerk should prepare an inventory of the 
contents, and this inventory should be examined and signed by the 
manager. The inventory should be placed inside the parcel, which* 
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should ilien be secuioly packed and sealed and issued for deliyeiy, 
accompanied by the receipt appertaining to it. 

657. Treatment of inward loreign parcels. — The Dead 
Letter OlEce deals '^uth unclaimed and refused foreign parcels. Such 
parcels receiyed in the Dead Letter Office should not be opened ; but 
every endeavour should be made by consulting books of reference, etc., 
to tiace the addressees of the uncLiined parcels. If the addressee can- 
not be traced, or a parcel is received by the Dead Letter Office as le- 
fused, an intimation in the following form (printed on a postal service 
postcard) should be sent to the Indian Office of exchange through 
which the parcel was received, a note of the date of despatch of the 
intimation being made in the register of registered aiticles and ai ti- 
des containing valuable property received. The parcel should be 
retained until a reply airives from the office of exchange, and should 
then be disposed of according to the instructions received : — 

To the Postmaster of (office of cj^change). The inward foreign 
parcel described below cannot bo delivered otving to 
(here Uale cause). You are, therefore, requested to ob- 
tain and communicate the instructions of the sender as 
to its disposal : — 

(1) Office and countiy of origin 

(2) Date of posting 

(3) Original number of parcel 

(4) Addressed to 

(5) Piinted number attached to parcel by y'>ur 

office 

(6) Date of your office date-stamp impression on parcel 

receipt 

(7) Name and address of the sender as given in the 

declaration 

(8) Cause of detention 

(9) Cause of refusal (if known) 

(10) Details of redirection (if any) 

Note. — Dead foreign parcels, i.e,, undeliverable inward parcels which have been 
abandoned by the senders, should be disposed of by the Dead Letter Office under rule 673. 

658. Register of registered articles and articles con- 
taining valuable property received.— All registered articles of 
the letter mail and all parcels, as well as all unregistered articles 
found to contain any saleable property or anything which makes regis- 
tration compulsory (see Postal Guide), should be entered in the register 
of registered articles and articles containing valuable property received. 

II. The entries in the register of registered articles and articles 
containing valuable property received should ordinarily be made by 
the manager, but when this duty is assigned to the registration clerk, 
the entries must be examined and initialed by the manager. The 
articles themselves should remain in the custody of the manager, and 
be disposed of by him personally. 

Note. — Hundis, bank drafts, and cheques found inside undelivered articles received 
in che Dead Letter Office should be impressed with the Dead Letter Office date-stamp 
soon as the articles in which they are enclosed are opened. 
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659 . Eegistratioa of unregistered articles. m-ii an nu- 
i(‘gistoi(‘(l aiticle cdiitaiiiing .inydiiiiif Idi 1 u li ; ronj 

pulsfiry, is i^su(d l>y (],r. D.-ad Lol^.i n, i‘. .( . n .ui !, ('.v.ndul sis 

a rcgisieri’d aiticdo (‘jicldscd lU a ]Jis»d Othti* rigisd'ri'd arfic!** 

anvciopc. Jn so iur as Ilia »agistiuiidij sd (''tv'*]cipi‘s i n jpejned, 
the Dead Ik.Uji- OHk-o -nill lx- giiid d l»v IL- lalt, fo. luined iu ( liap1>'i 
7 pf tlie Poi,( 0/jirc Mtniiu,l, Voluuo T. 


II. An Uj < li * /// m 

a iiatuie un(l«i^ n jiii t mu] <?" (u\ 

for d(‘lu<‘ry /o llu adrift ^ <*, Ik t \ (] ( o . 
logislralion h‘o in iulditi oi to < ix 1 L t i 


ii s *lh} tljihtr 
oiOfi, II i"iiMl 

I'Mi uMi d (loTiWo 
’ l»^‘ o ' * on it. 


Nojj Un ,ni h i u in tii< ii i j o , (tjli t n , ao i itu^t 

emelojKfe tui aj I’k ♦ i « i h in<i s.i o i « t i t ^ >h t * Oi o 

660 . Uninsured articles coniaiiiiiig coin, precious 
stones, etc. — UlioJi .su miri'-UKd nund in tin* De'.ul lioir.r 

Oliioo io c(nit liii (oin, hulhoii, pu^^ious oj JohoI-. oi uiv artit Ji* 

the insinaiKo oi ^Uiicli is { siinpuKoiy, U u, <1 tor hr ihe ad- 

(ijTSo^(, it should ]>o finunidoil m a ]/ror((imi: (oni ^oalfxl %vjth 
i^isuiaiK'o S(‘al addiossod to iho ]>()stn'aM*‘r ot tin* od[U‘ fd df‘'nn*itUMi 
alter liasung* a note rtocoded on it e\|>lain iiig li \ It is ^o a-ut. It 
tlio ar'^^ielo is not a registmxl aitiale, the |)iol(‘cting cover dionid rogi**- 
tored on postal somce Lt tore it is do'^pao lux] iioiu tin* Dead latter 
Office. It the art’ede to ho ieiuin'*d to ihe iha pane xluio 

laid doun in ihe follo^viiur paragTa])h diould he lolhtw <1. 

II. Uninsured aTtleles eiuloised “ (Vuilains (rotn^ u<.r’ avceiTcxl 
in the Dead Letter Office Ironi oiiicos o£ posting enclosed in protecting 
covers slioiild he disposed oi as folhn\s. Tlie jnoteciing eoycTS should 
be opened in the pro'^enee ot ihe nianagei, and if the address of the 
sender can he fully aseeitained iioin the jmiticialars outside ihe article, 
it should 1)0 placed in another juotectiug cover and returned io the 
sender unopened. If tiu^ address of Die sender cannot thus bo ascer- 
tained, the article itself should he opened in the j>resence of the 
manager and an iiwmtoiy of the contents made and signed by }iim ; 
if sufficient infoimation is obiaiiied bv a ]»eiusal or (xauiiuaiion of its 
contents, the article should be returned to tbo sender, encIos(‘d, together 
viib ihe inventory, in a ])rotecting cover; othon\ise it should be treated 
as a d(‘ad aiticle and disposed oi uccoidingly. 

III. The sj)ccial fee o£ one lupoe taxed hy the office of delivery 
on an uninsured aiticle found to contain coin, Inillion, etc*, is recovei- 
able from the addressee on the article being rtxlirected io him hy the 
Dead Letter Office, and from the simder only %\heu on arihde so taxed 
is returned to him after having been refusixl by the addn^ssee,^ or when 
the addressee cannot be found. Uninsured articles containing coin, 
etc,, received in the Dead Letter Office from offices of jiosting for return 
to the senders will not be taxed with the special fee. 

Note. — I n the case of a registered parcel issiKxl fiom the Detul Letter Office 
this rule for return to the sondei, the orijjinal receipt to he signed hy the adihe^^ec should 
be despatched with it and the oiii^inal number a«isi^ned to the parrel by the omce of 
posting will still be borne by it. In the case of all other articles, they should be registered 
on postal service in the Dead Letter Office before issue. 
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• 661. Articles containing sovereigns exceeding the 

prescribed limit. — When an inland letter, packet, or parcel received' 
in the Dead Letter Office is fonnd on being opened to contain current' 
gold coins of. a value exceeding the prescribed limit of 20 sovereigns,, 
it should be forwarded, for return to the sender, in a protecting cover 
addressed to the postmaster of the office of posting after having a note 
recorded on it explaining why it is so sent. If the article is not a 
registered one, the protecting cover should be registered on postal 
service before it is despatched from the Dead Letter Office. 

Note. — ^When an inland article is received in the Dead Letter Office in a protecting; 
cover endorsed with the remark “ Contains sovereign exceeding prescribed limit,” both 
the protecting cover and the article should be opened in the presence of the manager and 
an inventory of the contents should be made and signed by him.^ The inventory should be 
enclosed with the article in a protecting cover when the article is issued for return to the . 
sender. 

Despatch of mails. 

662. Sorting case. — In each Dead Letter Office there are twO' 
sorting cases for the sorting of unregistered articles. One sorting case- 
should he so constructed as to provide a separate compartment for every 
other Dead Letter Office. The other sorting case should contain a. 
separate compartment for each head office, and such sub-offices as the 
Postmaster-Greneral may prescribe, in the circle or circles served hy 
the Dead Letter Office, besides one large compartment labelled Re- 
directed’’ for all redirected articles issued by the Dead Letter Office 
in its character of an enquiry office. 

663. Dead Letter Office closed bundles.— Dnclaimed and 
refused unregistered articles to be issued for delivery to the senders 
within the circle or circles served by the Dead Letter Office should be 
sorted into the sorting case labelled with the names of head and sub 
offices. Articles for delivery by sub-offices, other than those for which 
direct bundles have been prescribed by the Postmaster-General, should 
he sorted into the compartments for their respective head offices, The^ 
articles placed in each compartment should be examined to check missort- 
ing. The paid and unpaid articles should be separated and tied in 
separate bundles, and the bundles for each head and sub-office should 
be placed in a Dead Letter Office station closed bundle, which is ordin- 
arily an envelope of convenient size for sorting with the name of the 
head office, or sub-office, to which the articles enclosed in it are to be 
despatched, printed on it. The bundles should be closed, and the total 
postage due on the unpaid articles contained therein should be entered 
on the outside in the space provided for the purpose. 

Note. — I f, in the course of sorting, the sorter detects articles on which the addresses- 
are not clearly and legibly written, he should put them aside and show them to the- 
manager, who should have the defects in the addresses rectified. 

II. Duel aimed and refused unregistered articles to be forwarded to 
other Dead Letter Offices should be sorted into the sorting case labelled 
with the names of Dead Letter Offices. The articles taken out of eachr 
compartment should be tied and placed in a Dead Letter Office sorting: 
closed bundle, which is ordinarily an envelope of convenient size for 
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sorting, with the name of the Dead Letter Office, for which the articles 
enclosed in it are intended, printed on it. 

Note. — I n cases in which the despatches between a Dead Letter Office and a head 

• office or another Dead Letter Office are, as a rule, too bulky to be enclcried in nxi envelope, 
the Postmaster-Genei-al may order the use of reversible bags for the transmission of articles 
between the offices concerned. The names of the olHces be printed on the two sides 
(outside and inside) of the bags, respectively, and the necessity for the use of labels will 
thus be dispens<!d with; but before a reversible bag is used, care should be taken to see 
that the proper side is tuimed out. A Bead Letter Office, for which the use of reversible 
bags has not been authorised, may, on any occasion on which ilie contents of a closed bundle 
-are too bulky to be enclosed in an envelope, use an ordinary bag for the purpose, a label 
prepared in manuscript being fastened to the neck of the bag. ^Vlienever n bag, whether 
ordinary or reversible, is used for the station closed bundle for a post office, the necessary 
particulars regarding the number of articles contained in the bundle and the postage due oil 
the unpaid articles should be ivritten on a piece of pjaper which should be tied at the top 
of the bundle of unpjaid articles to be placed in the bag. 

664. Treatment of redirected articles for despatch..— 
The redirected unregistered articles to be issued by the Dead Letter 
Office in its character of an enquiry office should be sorted into the 
compartment of the sorting case labelled ‘‘ Iledirected.’’ The contents 
of» this compartment should be carefully examined by the manager or 
one of his principal clerks to see that the revised addresses have been 
fnlly given and legibly written, and that the proper Dead Letter Office 
labels and envelopes have been used when required. The articles should 
then be tied together in a bundle. 

665. Treatment of registered articles for despatch.— All 
the registered articles, whether redirected, unclaimed, or refused, in- 
tended for delivery from post offices within the circle or circles served 
by the Dead Letter Office, or for transfer to other Dead Letter Offices, 
should be entered in a registered list and placed in a registered bag 
addressed to the post office at the head-quarters station. The registered 
bag should be closed and sealed with the registration seal in the pre- 
scribed manner. 

666. Treatment of parcels for despatch.— All the parcels, 
whether redirected, unclaimed, or refused, intended for delivery from 
post offices within the circle or circles served by the Dead Letter Office 
or for transfer to other Dead Letter Offices, should be entered in a parcel 
list and placed in a parcel bag addressed to the post ofiice at the head- 
quarters station. The parcel bag should be closed and sealed with the 
parcel seal in the prescribed manner. The registered parcels will hear 
the numbers originally assigned to them in the offices of posting, and 
the original receipts to be signed by the addressees, or copies of the 
receipts, will accompany the parcels. 

667. Despatch of letter and parcel mails.— The Dead 
Letter Office station and sorting closed bundles and the bundle of re- 
“directed articles should be placed, together with the registered bag, in a 
combined mail bag for the post office at the head-quarters^ station, ana 
the bag, which should be closed and sealed in the prescribed manner, 
should be entered in a mail list and made over to the head-quarters 
post office. When a parcel bag is closed, it should also be entered in 
4he mail list and made over with the mail bag. The combined mail 
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bag addressed to tlie post oHice at tlic liead-qixarters station sbonld be 
despatched daily, except on Sundays and Post Office holidays. 

Dead articles. 

668. Treatment of dead unregistered articles of tlie 
letter mail. — Dead articles are those Avhich cannot bo delivered either 
to the addressees or senders. Dead unregistered articles, other than 
tliose reteried to in rule 658, should be dealt ^vith as follovv’s : — 

(1) Packets containing printed papers obviously without value, 

such as trade circulars, price lists, almanacs, etc,, should 
be disposed of forthwith by being sold as waste paper or 
destroyed. 

(2) All other articles should he sorted alphabetically, according 

to the names of the addressees, into the compartments of 
two of the locked almirahs, one o£ which should be used for 
articles addressed in English and the other for articles ad- 
dressed in the vernaculars. At the close of the month in 
which the articles were received, those in each compart- 
ment should be tied in separate bundles according to classes 
(z.c., 'postcardii, letters^ pacLcis) and replaced in the al- 
mirahs pending any enquiries which may be made regard- 
ing them by the addressees or senders. 

669, Final disposal of dead unregistered articles of the 
letter mail. — ^Dead unregistered articles, other than those referred 
to in rule 658, which remain in deposit after the expiration of the month 
succeeding that in which they were placed in the almirahs referred to in 
the preceding rule, should be dealt with as follows : — 

(1) Postcards should be destroyed by being burnt in the presence 

of the manager, 

(2) All other articles should be removed to other almirahs provided 

with similar compartments (the alphabetical arrangement, 
the separation between English and vernacular articles and 
the bundling according to classes being maintained). Here 
they should remain for two more months, at the end of 
which period they should be disposed of as follows: — 

(z) Book packets (other than those obviously without 
value, mentioned in rule 668), newspapers and pat- 
tern packets should be disposed of by being sold as 
waste paper or destroyed. If, however, the Post- 
iiiastor-Gcneral has given special instructions that 
magazines, periodicals and newspapers should bo 
used for any public purpose, those instructions 
should be carried out. 

(^^) The bundles of letters should be labelled with the 
appropriate letter^ of the alphabet and with the 
month and year in which they were received im 
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tlio Df'fid Jjtd j I !* ( liiiC <* t/jid p‘ f d ti t^j ♦ (H. 
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IT. Dead unrf^n I hh t ^ n .i^nutu iiji(l< ' thi jul * jf t . -top 
abniiali .should, utt( i h^ivnio* jo’o, m p> llu^ !> h« ij( W» i Olh* <• ‘ n 

niOiiU.s ail(‘r.ihc^ eN])iii.ii jl oi Mo loon h ia vh (i iliv }»« Mod 

l)e doslroxed by Iv^in.fr bi.ni in M] > ^ t - to < i t, < i .*< 4 . 

670. Monthly br Lance o: dcj.cl n::ax*^Litcrccl articles in 

stock. — Thv^ j)oad Oi ‘ca j ‘ ofi ,1 t ^ Woj. **houfd 

be toitdkd doily, Ihe dai^y b !*.,• ( , 2 1 ?< d ’ n nl r '{ ,» 

tch ul is oldaiued. *1 iic^ '** me l>e*u ei* ile* jiiunMi . ut the 

Dead Letter Uifi(*c reeeipi oLd det^paitb rej^Llei.*, the baluiiee oi the 
pn'vious inouMi, ^\iil lepu v*:d the '^io *h i,f de. d < ri 1 s i a a!»/ «»’ hi 
the olli(‘e at tlie end o£ (s.eli ino»*Mi. 


671. Dead articles containing valuable property.— 

Ar ielo', luh'li tuv entered in \jie reoi^ier of ii^r'-^(r‘d .inieh^ and 
luiicles conlaiiiing Talaable ]a*0}H‘rty leoeiveii ^hoidd hi^ Lejd in a 
&e]^u*ate alniirah. This aliuiiuli should be stioog jUid '"(eared end 
provided wilii compartments in whieli i\u^ aiiirdts shoubl le unanged 
al])lia1>eiically, according lo tbe of the a(ldre^‘"e«‘s. 

II. ilegistered postcards wlihdi r<a) uhi in de[)usif aher flu* exfdra- 
tioiL oi the inontli snc<'eedhig that in wliicb they U(ae received slicmld ho 
disposed of in the same anunner as nnregisti ri*d pos‘< «rd^, iJ they should 
be destroyed by being burnt iu the |»r(*:jence of the manager. 

IIL Those articdcs wliich remain inidi‘>poM‘d of slionld, after the 
close of the second month succt'cding iliat in v^hich they were, received 
in the office, be iransferred to the n^gisfer oi legisiiwd artudr^s and 
ai tides containing vahinblo propmdv in store, a -serial luimlriT being 
gi\en to end) iu iliis register, and um‘ ^anie inindKT chnirly writien on 
a lal)d pasted to the arti(de. 8iieh articles .should then be removed to 
another well secured almirah, wlnw they sdnmld lx* arranged according 
to their numbers. A fresh series of luimbejs should he eommenc(‘d 
on the 1st April of eadi year. 

IT. The almirahs should always be lotlci'd, an I (Iu* he\s should re* 
main in the ];ersonal cudody of the n‘Maa» 4 ei. 

672. Entries stowing disposal 01 articles containing 
valuable property. — Th(‘ entries in Uu^ last (‘ohimn of the r(‘gist(*r 
oi registered articles and urtieb^s coniaining vabiable property i*eec‘ived, 
will show how (‘udi uriide lui^ h(*en dispcised oj, /.r., wliethcr redirt^ctid 
to the addressci' or rotuTiuMl to Mu* sender or despat(du‘d to another 
Dead L<dt<*r Office or placed in store No ajlide which has been in 
tin* otfice for a period of two complete months succ<»eding that in 
wliich it was received should, on the Orsi day td the third month, appear 
in this register as nndis])osed of. 

678. Final disposal of articles entered in the register 
of registered articles and articles containing valuable 
property in store. — Dead rpgihlercd aT'ticlos of (!)«» U‘tl»'r tnail 

which contain nothing of intrinsic or saleable value should be detained 
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for the same period, and disposed of in the same manner as dead nnre'* 
gistered articles of the same class, a note showing the manner of dis- 
posal being made under the initials of the manager in the register of 
registered articles and articles containing valuable property in store. 

II. Dead parcels which contain nothing of intrinsic or saleable 
value should, after having remained in deposit for a period of three 
months after the expiration of the month in which they were received, 
be destroyed in the presence of the manager, a note to that effect being 
made under his initials in the register of registered articles and articles 
containing valuable property in store. 

III. Articles of value found in letters, parcels and packets should, 
after having remained in deposit for one year after the expiration of 
the month in which they were received, be disposed of in the following 
manner : — 

(a) Cash and currency notes should be made over under receipt 
to the postmaster of the post office at the head-quarters 
of the circle for credit in his accounts as a miscellaneous 
(unclassified) receipt. A note should be made in the 
register of registered articles and articles containing valu- 
able property in store of the amount of cash and the 
value of the currency notes forming the remittance, the 
total amount of which should be intimated to the Deputy 
Comptroller, Post Office concerned, in a letter registered 
on postal service. Halves of currency notes, however, 
should be sent under registered cover to the currency office 
where the notes were issued and an acknowledgment cb- 
tained for them. 

(h) Postage, court-fee and other stamps, provided that they are of 
the current Indian issues, should be affixed to the error 
book and obliterated. A note of the value of the postage 
and other stamps obliterated under this rule should be made 
in the register of registered articles and articles containing 
valuable property in store. 

Jc) British postal orders should be forwarded to the Deputy Comp- 
troller, Post Office concerned, for disposal, and a note to 
this effect made in the register of registered articles and 
articles containing valuable property in store. 

(d) Hundis, bank drafts, and cheques should be destroyed by 
being burnt in the presence of the manager, after taking 
the orders of the Postmaster-General ; and a note that 
this has been done should be made in the register of regis- 
tered articles containing valuable property in store, against 
the entries of the articles. 

‘(e) All other articles of value should be disposed of by public 
auction through the agency of some person selected by the 
Postmaster-General and unconnected with the Department. 
Care should be taken that all writing on such articles is 
. obliterated and that, before the articles are made over for 
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sale, any letters or tlocuiiienK ac (‘onipaiiWii^ iliem eie 
d(‘strove<l. A {‘Oiijjdeie list of the aiti< le^' he pre- 
pared in duplM*at{‘ l)\ tin* imaio^er. and he dii^iied In luin 
and th<‘ peisini condiieiing ihe ^alc ; one (oje -hould he 
deliveied 1o rhe latter with the ejtnh's and tin olli*j fj >il 
in tlio Dead Letter Ollice, a ‘serial nuiiiher and date ] 

• assif^iied to it. The tne nnitiber *,nd date vdnaild t 
ter^^d ill the lad column of llie rt^ai ier ol rej/isteroil ai i- 
cles and ‘U’lifles cout linin^^ uduahle piopeity in store 
opposite the eiitir of each article made u,cv lor '-♦dts The 
amonui rethn'd by the sale slinuld he paid lo the po^tnl^ister 
of the head-qnaiieis jiost oilice to he <redited in Ins ae 
counts ns a miscellanetnis funelnssiliedi receipt. 

^ Note, — T he DuckI Ofa(> o{ht.i’K >ie ’w«nj d th t ih«‘ ,n“ jk l«(nd fn^m 

bidding foi, oi pun ha mg (imtU\ oi mdii(*ctly, aii\thm^ put .or ^.ih bv ,m tion bv 
ihe Dead Lettei Otfice 

ExeL\NV'!iON “Aiticlefa of «i peu'-hable aatiiio, su« h a> ^hu'-o, tiuit, th ,, Tiuiy be 
sold 01 doblroyed at any time at the disaetion of the managtJ 


Miscellaneous. 

674. Effiioieiiey ot post otittces tested in Dead Letter 

Office. — The Bead Letter OfHco altords a means of testing tin* ellicieii<y 
of every postmaster and the ^^orking of every post office* in ihe eircli 
or circles sorved hy it Some of the articles sent to file Ltdtcr 

Office show liow the woidc of deliverv is performed ; others indicate 
whether the instnictions regarding xedirection are .dt(‘ndo(l to or noi * 
and the error l^ook of the Bead Letti*r Olfice gives a geiuTal idea ot the 
efficieuc}" of the several post uillces. 

675. Dead Letter Office to be frequently visited by 
Postmastor-Geiieral. —The Postmaster-General should take an 
interest in tlie Bcrul ijeiter Olhee, anti fretpienily visit it in order to 
test the efficiency of rhe post offices in the circle, us also io cln^ck the 
work of th^ oliict* and ascertain, hy an examinafion ot the 
error hooK, the la'iiiier iu which tlie clerks have been working since 
liis last visiv, Ite should, hy personal obseiwation, satisfy hiinsolf whe- 
ther the ]ij‘'»nager and clerks of the Bead Letter OifJce are inlelligeni 
and com})dc‘ui men, and whether they thoroughly understand their work, 
lie should *e that the oHice is su]M)]ied viili tveiy available hook or 
puhlic’^iiaii n'ference, Ke should give etientiori to ihe proportion 
which the number of articles dispo«^(*d of l>ears io ihe number tec’oived iu 
the Bead Leiter Office, and specially to the proportion of articles sent 
out for doliveiy hut retiiriKHi xuideliverahle. 

676. Hali- 37 'sarly inspection of Dead Letter Office.— The 

Postmastei’-Cilon^iid should, once exery half-year, make an iii'^ptHdion id 
the Bead Letter Office and report the result to tlio Birector-Genera!. The 
report should be accompanied a return, in the proscribed lorm, shov 
ing the number of articles received iu each month Irom Bead Leitei 
Offices and post offices, the n amber disposed of by issue (0 Bead Letter 
Offices and post offices, and the number deposited in the office. 

T 
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. 677. Manner of testing ejSaciency of the Dead Letter 
OfiBlce. — The efficiencj" of the Dead Letter Office should be tested — 

(1) by a comparison of the number of articles redirected by it in 

its character of an enquiry office with the number received ; 

and 

(2) by the proportion of articles issued by the Dead Letter Office 

and returned as undeliverable. 

These tests may be applied by an examination of the half-yearly re- 
turn prepared to accompany the inspection report. 

II. As the first object should be to effect the delivery of articles to the 
addressees by the office in its character of an enquiry office, and as satis- 
factory working will be proved by successful efforts in this direction 
rather than by the number of articles returned to the senders by the office 
in its character of a Dead Letter Office, the Postmaster-General should 
pay special attention to the results shown in the column headed ‘ ' Arti- 
cles redirected to addressees in the half-yearly return. 
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Instruetioiis for the preparation of the 
Annual Report submitted by Heads of 

• Circles. 

T. An annual n^port '^llOlll<I W a ol \riiaf lut" ton* inTnin- 

plisln‘(l in tlie vtnr iin<l<‘r and no tit plooo for 

oiforing siigipodion^- oi* niakhiu* ])i*opo^als. 

IT, On or Ixdoro llip 1st July ot <*ac!» yoar tlin lioad of eat'L po*^ta} 
circle will suljinit a slioit leport in on ilie operaiionH ol tho 

Post Ofiice ill liis chide (luring the past otlieial y(*ar. The repoil should 
he iypo-wiitten on one side of the pu]Hu* (iiily and Loth copies should 
he jirepared at one pioco&s by nn^aus of carbonic paper. 

* III. This report should commence with a brief sketch of (he prin- 
cipal matt(‘rs that haxo engaged attcmlion during the year, and slionld 
tluui deal with statistical information. Rpocial remarks may added 
as indicated below. 

IV. The report should be accompanied by the following appendices 
which need not be prepared in duplicate, ciz .^ — « 

Appc7\dix L — Post officer and Iciteidxjxes opened, and postmen ami poAmen 

entertained. 

Appendix //.—Distances travei.^^ed by the fe\etal methods of mail ron\eyante. 

Appendix 11 L — Complainth by the public \\hk‘h come to the notice ol llie head of 
the postal dulo. 

Jppendix / r.— Complaints by the public lehilim^ to registered, insured and v.-p. 
articles, oulinary parcels, money orders, and s. h. accounts. 

Appendix V, — Inland (uninsured) registered aiticles lost, etc., in respect of nhi^h 
claims for compensation wore dealt with during the year. 

Appendix 17.— Olfenc^os punishable by law oominittod by post.il officcii. 

Appendix VIL — ]\Ii&appropiiation, frauds, aiid thefts. 

Appendix VUL — Highway robberies of the mail imduding attempts. 

Appendix /X.— Changes relating to postal buildings borne on the books ol the 
Public Works Depiiitmeiit. 

Appendix X. — Number of postal signallcis employed in combined offices at the end 
of the ofTicial year under repoit, as compaiod with those employed at the und 
of the previous year. 

Appendix X/.— Statistics of receiving offices. 

Appendix X/i.— Dismissals from Oo\ernnient s ivke of postal servants. 

Appe 7 ifilx X///.— Number of women employed. 

Appendix XIV. — Number of pensioned soldiers employed. 

V. A specimen form of each of these appendices is annexed. The 
following instructions should be followed in preparing them: — 

Appe 7 idicefi / and //.—The entries in these appendices should be confined to peimancuf 
establishments, and should exclude exporimental establithments. 

In Appendix /, mail offices not controlled by the Inspector-Heneral, Hallway Mail 
Service and Sorting, should bo shown under the head of ‘*Post Offices.** 

T 2 
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APPENDIX d. 


In A'p^endix 11, which consists of two parts, information shonld be given only in 
respect ot those lines the mail aiiangemeiits on which are conti oiled by the Head of the 
Circle concerned. Part 1 of the appendix shows the actual mileage, that is, the actual 
length of the lines over which mails were carried, iuespective of the number or frequen'^y 
of the services. Under the head “ Railways,” the lines over which mails vrere conveyed 
exclusively under the w^eighment system should be shown separately fiom other lines. 
Part 11 shows the service mileage, viz,, the total mileage of ser\ices and the annual 
working mileage of services. The total mileage of services should be calculated by counting 
each service once m each diiection, niespeetive of whether the service is d;iily, weekly, 
etc.; e.g,, if 3 services exist between A and B, two being daily and one ivcekly,^ and th*. 
distance between A and B is 50 miles, the total mileage of the seivices over the line A— B 
will be 300 miles, i.e,, 3 (the number of services) multiplied by twice 50 (the distance from 
A to B and B to A). The annual working mileage of services should represent the number 
of miles traversed by all services in both directions during the year, calcnlated according 
to the frequency of the sei\ices, * c., the number of miles covered by each individnal 
service in each direction should be multiplied by 365 in the case of daily services, by 52 
in the case of weekly services, and so on. The information under the head “ Railways 
in Part II should show separately the mileage tiaveised [a] by sections other than 
those working by postal special trains, (&) by sections working by postal special trains, and 
(c) by services under the weighment system. In calculating the mileage of each individual 
service under the weightment system, the longest continuous distance over which the same 
train carries mails should be taken as the length of the^ service, e.g., if mails are 
despatched from A to C and from B to D by a train proceeding from A via B, C, and B 
to X, the length of the service will be the distance beiw’-een A and D, notwithstanding 
that the mails from A are not cariied over the portion of the line C — D, and those from 
B are not carried over A — ^B. 

Mails forwarded as “ occasional det patches ” should be left out of account altogether. 

Appendix 111 . — This appendix comprehends those complaints (other than mere 
enquiries which are enteied in the complaint reghter under the instiuctioiiS given m 
rule 18 of this volume. 

Numerous or serious complaints against any particular o-^hce should form the 
subject of special comment. Double entries in the complaint register (when, tor 
instance, two complaints are made legaiding the same aiticle, etc.) ; complaints wrongly 
addressed to one circle and transferred to another ior disposal; complaints logarding which 
enquiries were impi acticable (that is, when complaints fail to fninish paiticulcrs necessaiy 
for making enquiries) ; and complaints which turn out on enquiry to be mere enquiries* 
should be excluded from the number enteied in this appendix. 

The entries in the appendix should be made in a single line which will show the 
total number of complaints entered in the register of complaints maintained in the office 
of the Head of the Circle, except m the case of the Annual Reports submitted by the 
heads of the three Presidency circles in which the entries should be made against the 
folio-wing side headings : — 

Cal'’rtta 

(1) Complaints against the B»r nh y General Post Office and its town snb-offices. 

Mad s 

(2) Other complaints shown in register. 

(3) Total complaints. 

Appendix 7 F. —This appendix comprehends only those complaints included in appendix 
il, which relate to registered, insured and v.-p. articles, registered parcels, money 
jrders, and s. b. accounts. The total number of complaints relating to each class of article 
should be entered, and a reference should be made in the body of the report to any case 
of special importance. 

When a case that comes under appendix IV concerns two circles, the Postmaster- 
General, who first deals -^vith the case, should inform the head of the other circle whether 
he proposes to enter the case against his own circle or not : this will prevent the same 
complaint being entered under two circles. 

Appendix F.— This appendix comprehends the number of inland (uninsured) regis 
terecl articles lost, etc., in respect of which claims for compensation were dealt with 
during the year. 


^ NoTE.-*The expression “ mere enquiiies ” refers to cases such as those in which a 
person asks for information regarding the fate of an article without alleging any remiss- 
ness on the part of the Post Office in connection with it. If blame is imputed to the Post 
Offi{ e, the caFe should bo recorded as a complaint even though it is subsequently found 
that the complaint was groundLss, 
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ApiHiidU VI rominehencL^ oheiiu s \j » i j :tt< j B* t 

seivanU, and pimi'-lublo by law ai wdl ah tl^t ni. t u, ‘ * i) ^ , u\ itit juitiihbtd 

in those ouhes Minoi ohnuHo, of pvtl^v ii‘jb( t or oid.o,.iy d, ot dut.^ , 

not confcfituting a criminal ofiemt, and all (dif ri a6 nU <*t<thh‘'hed d iajAA i)ilhin\ 

should be excluded iiom this a]>| ‘n<4i\ lliu t d d nuinbei of oiienu* \ i " p*M id 
during the year under ie[K>it to line ju Mul by po^td o iicioL an*! tt.o fan o£ 

these olhdal* should be ontoNd, ^.iid a zeftioine Jioidd he uiau ui bod\ n* -^1 npnt 

to any case of special impoitaiice. 

Appendix VTI deals \\ith of ks- of (b«\f wiinonl lur ey vhctMr 1>^ lb ud / 

thf ft j}fnii post offidj ot inail'^ < i aihiitted rxi'-t* , .fii.id'- o hy t il cU' . 'U f e 
case*-, aie dnided into (1) ni’si]>pic»piiulun. >i o^hu* c h • (t!^ i.a ^ ' ( id . i *>'<! : J) 
savings bank frnuch; (4) tludt from nroh : ami \[)\ t adt ficmi {>< M oHcf . o* , tbi iad 

number of cases ot e o li kiinl and iLt* ^ :'io iit n 1 apni on tmb ii m e od -n tt‘n oU\ 

unadiustod being eubjed againd the cLo o! ,o ial oliitjd conmMni ( o).f jde a*, the 
case may be. A reftoeme j-houid Vie made in th body o" i»pMTf (a j (O’ o* sd 
in'pnitaiKc*, or c oo*- m v\lr<h ninouiiH v me «*iHen olf { iik r the i thonk. ot the 1) le t* n 
General or the Poftma=itoi -rUnieifil. 

Appnuhr VIJI i.om])i ehends rn«es uf m tinl and etkMfHd Ulgln. 'y lobhoy 
mail. Caae should bo taken to enter only Jnum fidi m c^ ’Iheft^ of ipom / frcm auil.t 
by runnels^ or other postal servants should not bo iticlinkd in this upp^mdi : but in 
a]>pondix VII. Cases of assaults on mail eaukis arinri^ out r f pi’naU* < >.,aivb * ud v\ith 
no intention of robbing the mails shoxdd also b*- ex<lude4i iioir tin aprcnon. Fhjt ^ sc 
in which postmen or village postmen are iobb«d of left ns. ii nej or otbei (biMinnient 
pioperty while on duty, should be elassed as highway lobbeiie-* of 'the mail. 

The total number of robbeiies committed and attempted fhould be tir*Uitcb\ eric *id; 
and a refeience should be made in the body of 1h^ lepoit to r ny ce c of ‘•p# < , 1 im*. >C*Pi<e, 

Appendijc IX shows the changes in the list of postal building'i home on books of 
the Public Works Department. 

Appf^ndlx X shows the number of postal sigmlleis eniployed in combined ctffi' in each 
circle at the end of the oflxeial year under loport, as compared with tho c‘ emplujed at the 
end of the previous y(*ar. 

Appendix XI furnishes statisties leco'irding the number of iccei'»iej oifue at v%Ieh 
telegrams were hooked, the number of telegiams booked at iecoE\in>' oliMOs, .md the 
amount realised on the bookings. The netesuuy infoimatiun will be tupplicd by post- 
masters of head offices. 

Appendix XU furnishes statistics legavding the number of dismissals fsom tSoxern- 
ment service of postal seivants of each edass during the year under zvp>it. Should there 
he a large number of dismissals due to any general cause, — smh \ a stnke oj de.scttion on 
account of the plague or other epidemic, — ^Ihis should be specially mentioned in the body 
of the repoit, together with any other remarks that may be yall-^d for, ,jnci it should be 
-stated by whom the dismissals were ordered. Special attention is in\*ted to the note at 
the top 'of the form for this appendix, and it should be tle«n’ly undei stood that the 
appendix should include only cases of actual dismistal in which jervantj^ ol the department 
have been dismissed as a punishment and are necessaiily precluck*d from being re employed 
in Government service. Dismissals on account of absence without lea\c ihould he strictly 
en(]uired into before being entered in the appendix, rnd oa'-es which «uv hs-iIIv cases of 
resignation, though no resignation may have been fonnally tendered, should not be included 
as cases of dismissal. For example, in a number of cases postmen and ntheis with short 
service do not return from leave either because their health is inclifh leut or because they 
have found other and better employment. If those men properly undei 4t>od the position, 
they would probably send in their resignations, and cases of this kind should ncft be 
included in the appendix as dismissals. 

Appendix XlII shows the number of women employed in each ciride at the end ol the 
official year under ropoii, as compared with those employed at the end of the pievious year* 

Appendix XIV shows the number of pensioned soldiers employed in <‘ath circle at the 
-end of the official year under report us compared with tho number employed at the end 
of the previous year. 

VI. Special mention should, bo made of those officers who hare dis- 
tinguished themselves by extraordinary merit. U would obviously be 
out of place to submit a list of all those who have worbejl well; and 

m 
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the notice required should be confined to officers who have come promi- 
nently forward by a thoroughly satisfactory discharge of duty of an 
Exceptional character. 

VII. The appendices prescribed and subjects named above have be^^n 
restricted for the most part to information actually necessary ioi the 
compilation of the annual report submitted to Government by the 
Director-General, and constitute all that is required from each postal 
circle. It will, however, be open to the Head of any Circle to di^al with 
other matters of general postal interest affecting his circle* Foi in- 
stance, the Postmaster-General, Bombay, may report on the^ working 
of the Sea Post Office, the European mail seivice, and foreign post; 
the Postmaster-General, Madras, may furnish particulars relating to 
the parcel exchange with Ceylon, and so on. The extent to which pri- 
vate presses have been used duiing the year should also be specially le- 
ported as diiected in the ordeis of Government communicated with the 
Director-Generars Circular ISTo. 89, dated 23rd September 1882. The 
total payments made to private presses during the year should be stated, 
and the special classes of printing work for which this agency has been 
utilised should be specified : if the expendituie under this head is abnor- 
mally heavy in any year, an explanation should be given. Observations 
on the working of tiie money order, savings bank, insurance and value- 
payable systems, and the many other branches of business which now 
occupy the Department, will always be gladly received. 

VIII. Heads of Circles in which the system of selling quinine 
through the agency of the post office is in force should mention the sub- 
ject in their annual reports. Besides any general remarks and informa- 
tion regarding the system, the report should give — 

(a) the total amount of quinine remaining unsold in the hands 

of post offices at the close of the year, 

(b) the total permanent advance of quinine in post offices at the 

close of the year, and 

(c) the total amount of money orders received by the supplying 

depots from post offices in the year. 

It is one of the principles and conditions of the system that post offices 
do not keep or render any accounts of quinine sales or stocks, but the 
statistical information mentioned in the preceding paiagraph, can, it is 
believed, readily be obtained from the depots which supply post offices 
with quinine. ^ 



Afpuroix I. 

Statement showing the mutber of post offices [of all classes) and letter-los'es opined and 'postmen and milage postmen 
entertained in the gear 19 , and the number existing on the 31st March 19 
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Appendix VI. 

Biatemeiit showing the mmler of in ivliich servants of the Post Office icere held to he ^ guilty of offences pum^hahle 
hy laiDf and the nnniher of servants oj the Post Offiec punulied in those ca'cs dining the year 19 -19 . 

N B.— Those offences only should be entered which are pun'shable by law to the e\clasion of ea'=‘03 of ordmaiy dorobotion of duty not constituting 
a criminal offence. 
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Statement of cases of loss of Government money tohetTier hy fraud or theft from post 

of the Postmaster^General 

N B.— Those cases only should ba entered whieb are punishable by law, to the txcUsionoi cases of ordinary 

tion vpith insured irtieles should be 


Offences punishable bylaw. 
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(see Appendix Tl and the note heloto ti ) 
















By outsiders • • • • • 
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Instrue 

Offences committed by outsiders should bo entered 
The mstructions given for the preparation of Appendix YI 
Value-payable frauds should be shown under the head of money order frauds Cases of 
Ab the appendix includes only oases which came to the Postmaster-General’s knowledge during the year 
tn those cases The amcuiits to be shown as recovered or decreed against the Guarantee Fund cr Profit and Loss 

or finally in those cases before the close of the year 
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or mails iO'inmiUed hy postal sen ayits ( r i uhahr^ a huh mou t th vl 
dwing the tfcai 19 -19 . 

dereliction of dutj not (fiifetitafcing % ciiiiUnl oliinoc Lo «ch 1:\ 1 loU cr\ oi ^ ic ^ 'i I i t 3 t iint 

eitludid from this stitement 



tions* 

sopintcly against the head provided for this purpose. 

should also he folio W(d m filling up tho columns of this appendix. 

temporarj imsappropMntion bhould be shown in the same way as those of actual roit ippropriation 
under report, the amounts to be enteied as miespprqpna^ed wlU only be the amounts uhappioprlated or itolea 
will only bo the atnou^ tb rtcover|^ oi sauctioned by the ]Diret,tor*0ot»€ral and the Foatmasier-^oocral proTislonaliy 
under report and the balance wilibe shown as nna^iusted. 


,«ii r » 



Appendix IX. 

Statement showing the ehanges hi the list of postal buildings borne on the hooks of the Public Works Pepartment during 

the year ending the 31st March 19 
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N0Tii*““Xhi8 appe&dfx stould show the 'value of say slteratioos anti addition*- r ade to exishn^ haurtin^** * ith ti 
of fuad also th© iralne and rent of any butldinga c^pcted v*i? d by th** Dopaiftmeiit daiing tuc om xai 5<3 
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Statement showing the mmier of pensioned soldiers employed cu'cle on the 31st March 19 , as compared 

uith those employed at the end of the previous year. 
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APPENDIX B. 

Instructions for the preparation of the 
Annual Report submitted by Superin- 
tendents. 

_ I. An annual report sliould be a iiari*ri\e oi ^\hui tifK-iii- 

plislied in the year under rcvic-a’, and is, therefore, no tit place oi (iftei- 
ing suggestions or making piopotaLs. 

II. On or holore the 25th April of each >e<i!, each Hupei inteudent 
must submit to the Postmaster-General a short lep/uf on the op u'at ions 
of the Post Oflice in his division during the past ct.hcial year. 

. III. _Tho report should give a brief sketch oi any luatler, of ini]jorf> 
ance which have engaged attention in the Hnpeiiiitendent’s juiisdielion 
during the year uuder report, and may contain any leniaiks of intec-est 
on the diftorent branches of the Post Oliice and tl'cir progress and c-sipla* 
natory observations on any specially noteworthy ligtires in the statistical 
returns. 

IV. Each report should he accompanied by the following ftatisticMl 
statements: — 

Form la , — Post offices opened, dosed and c\L*iu; * 

„ I Letter-boxes opened, closed and e\3Min; 

„ Ic. — Postmen cnfeitoimd, aboinhod and c\ 'In ' 

„ Id!.— Village postmen entGitained, aboli'^htd anJ cm tin^ * 

„ IL— Distance o\er 'whidi mails were tonve^^ed 

Note. — A ll the above icturns to be submitted bj ilnitMdt nia 1 ini hide the 
figures of all the head offices (except Preddeiify offit sj itu« t d iti tbii dhi^ lei > \Uu fher 
tnose offices aie fubordinate to them or not. 

V. Specimens of the forms to he submitted by Ruporintendeuts ore 
annexed. 


* These returns are to be submitted with ibur aiimnl tepoiis by Pio^idemy post- 
masters. 
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btat 0 wient showing the number of tetter-bores opened and closed in the — ^ Tdivxsion during 

the official gear 19 - , and the nvmbrr existing on the last dag of (he gnu. 

(Kxp rimnital anJ teaporary letter-^bose** should he on itttd ) 











Statement showhig in detail the nvmler of village 2 jo 4 men eatedained and oholhhed in the Division 

during the official gear 19 - , and the niwiher existing on the lad dag of the gear. 

(ExpcnTjcental and temporary e^^iaUibhuacatB should be oiuitttd ) 



It 1 —A inni t r who rccscit^^e » cm tr r i g kf tt s *-h'- li s ♦ ^ r a* d a- 

>0fi t — pt :0 s tUru tcd i»i*h Te*j %i rik* in *ud ^ u to h i* diti 







LIST OF FORMS. 

Note 1. 

• Distinguishing letters used in the list. 

The distinguishing letters forming part of the 'oriai Xo. assigned 
to each form in the list are explained below — 


p. M. a. 

denotes forms 

used by Posimasieis-Ofncrul. 

Supt. 


33 

„ „ Superintendents. 

Inspr. 

a 

33 

„ „ Inspectors. 

Exr. 

39 

33 

„ „ Circle Examinees. 

0. 

33 

93 

„ „ Overseers. 

,Inspii. 

33 

33 

relating to Inspections. 

Invn. 

33 

39 

„ „ Investigations. 

App. 

33 

33 

„ „ Appointments. 

L. 

33 

33 

,, ,, licave. 

Pensn. 

33 

33 

„ „ Pensions. 

Punlit. 

33 

39 

„ „ Punishments. 

Est. 

33 

33 

„ „ Eevisions, (tc., of estab- 

lishments. 

B. 

33 

33 

used for officers’ bills. 

S. D. 

33 

33 

„ in stock depots. 

D. L. 0. 

33 

33 

„ „ Dead Letter Offices. 


Note 2. 

Vernacular forms. 

The letter V after the name of a form in column 2 denotes that the 
form should be printed both in English and vernacular, the vernacular 
translation being printed immediately below the English entries. 
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LIST OF FOBMS. 


• Number of 

each Name of each form, Rkmabks* 

form. 


p.M.a-1. 

Register of complaints .... 

Bound in bo^vks of 50 loaves. 

P.M.G.-2. 

Register of losses • . . . 

Ditto ditto. 

P.M.G.-3. 

Memo, of authorised balances (for bead offices) 

In loose forms. 

p.M.a..4 

Consolidated memo, of authorised balances 
(for head o<lices). 

Ditto. 

P.M.G..5. 

Both! of indemnity (to be executed by heirs of 
deceased savings bank depositors). 

Ditto. 

P.M.G.-7. 

Statement of sanctions regarding fixed estab- 
lishments. 

Ditto. 

P.M.6.-7 (S) 

Statement of sanctions regarding experi- 
mental estahlishments. 

Ditto. 

P.M-Q.-S. 

Statement of cases relating to the fraudulent 
use, etc., of postage stamps. 

Ditto. 

1 P.M.H .-8 (a) 

Weekly statement of complaints , 

In loo«o forms. Also bound in 
books of 50 leaves to be used 
by head postmasters and In- 
spectors as a register of com- 
plaints. 

P.M.G.-9. 

Death report of European uncovenanted 
officers. 

In loose forms. 


Statistical abatement of money orders issued 
and paid, and insured and value-payable 
articles and ordinary parcels posted. 

Ditto. 

p.M.a.-i2. 

' Register of budget allotments for finctuat- 
\ ing contingent charges. 

Ditto. 

'P.M.G.-13. 

Annual statement of sanctioned permanent 
advances of postdl circle. 

Ditto. 

P.M.G..14 

General ennumration return for head offices . 

Ditto. 

P.M.G..15. 

General enumeration leturn for sub and 
branch offices. 

Ditto. 

P.M.G..17. 

Controlling officer’s contingent bill . 

r (books) . , , , 

Ditto. 

r Supplied stitched in books of 24 
leaves and loose. In indenting 

Supt.-l. 

Diary . . j 

( (loose) .... 

^ for this form the number of 

each kind re< 3 [uired should be 
specified. 

Sapt.- 2 . 

Correspondence register ... A 

Bound in books of 50 leaves. 

Supt.-3. 

Ditto B 

Ditto ditto. 

‘.Supt.-4(. 

Ditto C 

Ditto ditto. 
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Number of 
each 
form. 

Name of each form. 

Re^auks. 

Supt-Y. 

Charadter sheet ... • 

In h ose forms. 

Supt..7« 

Gradation List . • • • « 

Bound in books of 60 leaves. 

Supt.-8. 

Memo, of distribution of work (for sub- 
otbces). 

In loose forms. 

Supt.-9. 

Memo, of authorised balances (for sub and 
branch offices). 

Ditto. 

Supt.-lO. 

Consolidated memo, of authorised balances 
(for sub and branch offices). 

Ditto. 

S«pt.-llv 

Abstract time statement .... 

Ditto. 

STipfc.-12. 

Statement of number of inspections . 

Ditto. 

Sjipt.-13. 

Supt.-15. 

Indent for forms (for Superintendents and 
Inspectors). 

f addressed to postmaster (large). 
Envelopes | Ditto (small) 

i^for general use • . 

: In loose duplicate sheets for use 
j with carbonic paper, with Nos. 

and names of forms printed on 
the form. 

1 Printed in black ink. In indenting 

1 for these envelopes care should 

r be taken to specify the num- 

I her 0 1 each kind i equired . 

Supt.-16. 

Statement of test letters .... 

In loose forms. 

{Snpt-lY. 

Statistical return of all the sub-offices in a 
Supeiintendent’s division classified ac- 
cording to the pay of sub-postmasters. 

Ditto. 

Supt.-18. 

Statistical return of all the departmental 
hr inch offices in a Superintendent’s 
division classified according to the pay of 
branch postmasters. 

Ditto. 

’Supi-19. 

Iiispr.«l. 

Statistical return of all the extra«depart- 
mental branch offices in a Superinten- 
dent’s division arranged in alphabetical 
order under their head offices. 

^ (books) .... 

Diary . < 

( (loose) .... 

Ditto. 

f Supplied stitched in boo& of 24 
leaves and loose. In indent- 
•{ ine for this form the number 

of each kind required should 
be specified. 

T, luspr.-l. 

Diar^ ...«•«« 

In loose forms. 

Exr»»l, 

Book of errors and irregularities 

Bound in books with duplicato sets 
of leaves for use with carbonic 
paper. Each book contains 100 
serially numbered sets of leaves. 


Progress report . . • • • 

In loose forms. 


Diary ^ 

Bound in books of 1C leaves. 
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LIST OF FOEMS. 


23 umber of 
each 
form. 

Name of each form. 

RemaekS. 

C»..2. 

Eunners* appointmeut certificate V . 

Bound in books of 25 leaves. 

Inspn.-l. 

Inspection report on a head office (introduc- 
tory and statistical parts). 

In loose forms. . 

Inspn.-2. 

Inspection report on a snb-office (introduc- 
tory and statistical parts). 

Ditto. 

In3pn.-3. 

Inspection report on a branch office (intro- 
ductory and statistical p Arts). 

Ditto. 

Inspn.-4 

Memo, of monthly cash balances • 

Ditto. 

luvn.-l. 

Search bill . 

Ditto. 

Invn.-2. 

Memo, of questions relating to the alleged 
loss of an unregist'^red article (to be 
filled np by complainant). 

Ditto 

InYn.-3. 

Notice to the addressee of an uninsured or 
insured registered lettei or parcel receiv- 
ed in a damaged condition. 

Ditto. 

App.-l. 

Appointment roll 

Ditto. 

App.-2, 

Descriptive roll .... V 

Ditto. 

App.-3. 

Service roll 

Ditto. 

App.-4. 

Charge report • • • • • V. 

In loose forms. The vernacular- 
translation of the English entries 
will be printed only on the side 
to be sitfiied by the relieved and 
relieving officers. 

L.4. 

Leave application 

In loose forms. 

L..2. 

Application for leave (to be used by non- 
gazetted officers). 

Ditto. 

Pensn.-l. 

Superannuation list .... 

Ditto. 

Pensn.-2. 

Keturn of pending pension and gratuity 
cases. 

Ditto. 

Pensu.- . 

Consolidated return of pending pension and 
gratuity cases. 

Ditto. 

Pensn.-4 

Thamb-impression card , . , , 

In loose forms printed on this card. 

Peuso.-5. 

Verification memo. . . , , . 

In loose forms. 

Pensn.-6* 

Quarterly statement of pensions and 
gratuities sanctioned by Heads ot Circles 
and Presidency postmasters. 

Ditto. 

Punbt.-1. 

Punishment register . . . , 

Bound in books of 25 leaves. 

Puiiht.-2. 

Copy of punishment register , * 

In loose forms. 
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Number or 


* 

each 

form. 

Nume of each form. 

Remarks. 

Punbt.-3. 

Extiact from pnmsliment register 

In loose foims. 

Est.^1. 

Statement of proposition for revision of 
establiabmeiit. 

Ditto 

Est.-2. 

Statistical statement to accompany proposi- 
tion statement (when an increase is 
proposed to the clerical staff of a post 
office). 

Ditto. 

Est.- 

Statistical statement to accompany proposi- | 
tion statement for an increase in the 
number of postmen. 

Ditto. 

Eat.^S (a). 

Statistical statement to accompany proposi- 
tion statement for an increase in the 
number of letter-box peons. 

Ditto. 

EBt.-3 (i). 

Statement of proposed attendance of 
postmen . 

Utt...br.xpo<„a<® accompany every 

statistical statement in form Est,-8 \ 
or form « Esi-3 

Ditto. 

X,. 

Est.4. 

Statistical statement to accompany proposi- 
tion statement (when the opening of a 
new office is proposed). 

Ditto. 

Est.-6. 

Valae return of experimental office , V 

Ditto, 

Est.*6< 

Consolidated value return of experimental 
office. 

Ditto. 

Est..6 (a). 

Value return of a self-supporting permanent 
office (to accompany prooosition stat-*- 
ments in which increase is proposed to 
the cost of establishment) or in respect 
of an office or appointment not finally 
taken over as Imperial (to he submitted 
periodically). 

Ditto. 

B.-1. 

Salary bill ...... 

Ditto. 

Bb-2. 

Travelling allowfiuce bill • , , . 

Ditto. 

aD.-i. 

Stock register 

Strongly bound in books of 400 leaves^ 

S.B .1(a). 

Receipt day-book • • . * . 

In loose forms, to be bound by ewh 
Stock Depdt into books contain- 
ing a suitable number of leaves. 

S.T)..2, 

Account of charges on goods despatched and 
received by railway and steamer. 

Bound in books of 50 leaves. 

S.B.-S. 

Index of invoices despatched . 

Ditto of 100 leaves. 

S.D..S (a). 

Intimation of closing No. of annual series 
, of invoices. 

Postal service postcard. 
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LIST OF FORMS. 


Number of 
each 1 

form. j 

Name of each form. 

R r-sfARKS. 

S.D -3 (b). 

Invoice ot' publicatioiib and books of forms . 

Ill loose duplicate sheets for use 
with carbonic paper. 

.S.D.-4. 

Book of orders for the purchase of articles 
locally. 

Bound in books of 100 leaves with 
duplicate sets of leaves for use 
with carbonic paper. 

8.D.-5 

Book of receipts for emergent advances 

1 

Bound in books of 100 leaves. 

T).I,.0,.l. 

Dean Letter Office receipt register 

Ditto of 50 leaves. 

P.L.O.-2. 

Dead Letter Office despatch register 

Ditto ditto. 

nx.o.-3. 

Eegister of resfistered articles and articles 
containing valuable property received. 

Ditto of 200 leaves. 

D.ti.O. -4. 

* “Register of registered articles and articles 
containing valuable proj erty in store. 

Ditto of 50 leaves. 

D.L.O.-5. 

Half-yearly return . • . . 

In loose forms. 

D.L.O.-6. 

Registered article envelope . 

Printed in black ink on stout brown 
j p.iper. 

D.L.O -7. 

Dead letter Office envelope — 

Uncbnmed and refused (laige). 

Ditto (small). 

Printed in black ink on drown paper 
with the name of the Dead 
Letter Office to which supplitd, 
printed on it. In indenting for 
these envelopes care should be 
taken to specify the number of 
each kind required. 

D.i).0.-8. 

Dead Letter Office envelope — 

Refused (large) 

Ditto (small). 

Printed in black ink on brown 
paper. In indenting tor these 
envelopes care should ko taken 
to specify the number of each 
kind required. 

».L.O.-9. 

Dead Leter Office envelope — 

Redirected llarge). 

Ditto (small) . 

Printed in black ink on brown 
paper, with the name of the 
Dead Letter Office to which 
supplied, printed on it. In in- 
denting for the^e envelopes care 
should he taken to specify the 
number of each kind required. 

U.L.O.-IO. 

Dead Letter Office label — unclaimed and 
refused. 

' In sheets, printed in red ink on 
brown paper, with the names of 
the Dead Letter Office to which 
supplied^ printed on it. 

D.L.O.-12, 

Dead Letter Office label— redirected , 

In sheets, printed in black ink on 
brown paper, with the name of 
the Dead Letter Office to which 
supplied, printed on it. 

D L.O.-13. 

Dead Letter Office envelope— station closed 
bundle. 

Printed in black ink on stout brown 
paper, with the name of the head 
or sub office tor which intended, 
piinted on it. 
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Number of 
each 
form. 

Name of each form. 

E5habi:s. 

D.L.O.-14. 

Dead Letter Office envelope — sorting* closed 
bundle. 

Printed in red ink on stout brown 
paper, with the name of the 
Dead Letter Office for which the 
articles enclosed in it are 
intended, printed on it. 

D.L.O.-15. 

Form of letter directing recovery of postage 
due on refused or unclaimed articles. 

In loose forms. 

D.Ii.0.-15(o). 

Form of letter authorising postmasters to 
stop delivery of sender's correspondence. 

Ditto. 

D.Ti.O.-17. 

Bond of secrecy . . . • • 

Ditto. 
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REFERENCE TABLE- 


REFERENCE TABLE — Showing in juxtaposition the Nos. of the mles in the 
previous {4th) edition of this Hand-book and of the corresponding rules in 
the present edition. 


No. 

OF 

No. OF 

No. OF 

No. OF 

No. OF 

No. OF 

’ rtiIjE m 

BtrLE m 

BUnEIN 

RULE IN 

RULE IN 

RULE IN 

Pre- 

Pre- 

Pre- 

Pre- 

Pre- 

Pre- 

Pre- 

Pre- 

Pre- 

Pro- 

Pro- 

Pro- 

vious 

sent 

vious 

sent 

vious 

r?ent 

vious 

sent 

vious 

sent 

vioup 

sent 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

edi- 

tion. 

tier. 

tion. 

tion. 

tion. 

tion. I 

tion. 

tion. 

tion. 

tion. 

tier. 

tion. 

1 

X 

22 

25 

44 

49 

66 

67 

86 

90 

108 

at 13 

L 2 

2 

23 

26 

45 

50 

66A 

68 

87 

91 

109 

1x4 

8 

3 

24 

27 

46A 

51 

67 

69 

•• 

92 

UO 

tiS 

4 

4 

26 

28 

46B 

52 

68 

70 

88 

93 

ill 

xx6 

5 

5 

26 

29 

46 

S3 

08A 

71 

89 

94 

112 

1x7 

6 

6 

27 

30 

47 

54 

69 

72 

90 

95 

113 

zx8 

7 

7 

28 

31 

48 

55 

70 

73 

91 

96 

114 

XX9 

8 

8 

29 

32 

49 

56 

71 

•• 

92 

•• 

116 

Z20 

9 

9 

I 29A 

! 

33 

60 

1 

72 

1 

93 

97 

lie 

X2X 

10 

10 


34 

61 

58 

73 

75 

94 

98 

117 

X22 

11 

ZI 

30 

35 

62 

59 

74 

76 

95 

99 

117A 

123 

12 

Z2 

31 

36 

63 

60 

76 

77 

96 

zoo 

118 

X24 

13 

13 

32 

37 

64 

61 

76 

78 

97 

xox 

119 

125 

14 

14 

33 

38 

55 

62 

77 

79 

98 

102 

120 

12$ 

14A 

15 

34 

39 

66 

63 

78 

80 

99 

103 

121 

127 

14B 

x6 

35 

40 

67 

64 

79 

8z 

100 

X04 

122 

X28 

16 

17 

36 

41 1 

68 


80 

82 1 

lOOA 

105 

123 

X29 

16 

x8 

37 

42 

69 

.• 

81 

83 

101 

X06 

121 

130 

17 

19 

38 

43 

60 

65 

82 

84 

102 

Z07 

126 

X3X 

17A 

20 

39 

44 

61 


83 

85 

103 

108 

126 

132 

18 

2X 

40 

45 

62 

• • 

84 

86 

104 

X09 

127 

*33 

19 

22 

41 

46 

63 


84A 

87 

105 

xxo 

128 

*34 

20 

23 

42 

47 

64 

.. 

86 

88 

106 

XXX 

- 

*35 

21 

24 

43 

48 

66 

66 

86A 

89 

107 

XX2 

129 

136 
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No. OF 

RITEE IN 

No. 

BT 7 LI 

OF 

IN 


No. OF 
BULL IN 

No. OF 

BULE IN 

No. OF 

BULE IN 

?re- 

Pre- 

Pre- 

Pie- 

Pre- 

Pre- 

Pie- 

Pic- 

Pie- 

Pre- 

Pre- 

[ 

ious 

sent 

vions 

sent 

vious 

sent 

VIOUS 

sent 

VIOUS 

sent 

vious 


sdi- 

©di- 

edi- 

edi- 

edi- 

edi- 

cdi- 

edi- 

edi- 

G ]l- 

edi- 


/ion. 

tion. 

tion. 

tion. 

tion. 

tion. 

tioa 

tion. 

tion. 

tion- 

tion 

tion. 

129 A 

137 

154 A 

164 

170 

190 

200 

216 

233 

243 

258 

270 

130 

138 

155 

165 

180 

191 

207 

217 

234 

244 

259 

271 

131 

139 

i 5 oA 

166 

181 

192 

208 

218 

235 

24s 

260 

272 

132 

140 

15 i 5 

167 

182 

193 

209 

219 

236 

246 

261 

273 

133 

X4I 

157 

168 

183 

194 

210 

220 

237 

247 

262 

274 

134 

142 

158 

169 

184 

195 

211 

221 

238 

248 

203 

27s 

136 

S 43 

159 

170 

185 

196 

212 

222 

239 

249 

264 

276 

136 

144 

160 

171 

186 

197 

213 

223 

240 

250 

265 

277 

137 

145 

161 

172 

187 

198 

214 

224 

241 

251 

266 

278 

138 

146 


173 

188 

199 

215 

225 

242 

252 

267 

279 

139 

147 

162 

m 

189 

200 

210 

226 

243 

253 

268 

280 

140 

148 

163 

175 

190 

201 

217 

227 

244 

254 

269 

281 

141 

249 

164 

176 

101 

202 

218 

228 

245 

255 

270 

282 

142 

150 

1()5 

177 

192 

203 

219 

229 

2 16 A 

256 

271 

283 

143 


166 

178 

193 

204 

220 

230 


, 257 

272 

284 

144 

152 

167 

179 

191 

205 

221 

231 

246 

1 

1 258 

273 

285 

145 

^53 

168 

iSo 

195 

3o6 

222 

232 

247 

259 

274 

286 

146 

154 

169 

181 

196 

207 

223 

233 

248 

260 

275 

287 

146 A 

155 

170 

1S2 

197 


224 

234 

249 

261 

276 

2S8 

147 

156 

171 

183 

198 

208 

225 

235 

250 

262 

277 

289 

148 

157 

172 

284 

199 

209 

220 

236 

251 

263 

278 

290 

149 

158 

173 


200 

210 

227 

237 

252 

264 

279 

291 

150 

159 

174 

i8S 

201 

2 II 

228 

238 

253 

265 

280 

292 

151 

r6o 

175 

186 

202 j 

212 

229 

239 

254 

266 

281 

293 

162 

1 161 

176 

187 

203 

213 

230 

240 

255 

267 

282 

294 

153 

162 

177 

188 

204 

214 

231 

241 

256 

268 

283 

29s 

164 

163 

178 

189 

205 

2 IS 

232 

242 

257 

269 

284 

296 
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No. OF 

RULE IN 


No. OF 

BULB IN 


No. OF 

RULE IN 


No. OF 
rule in 


No. or 

rule in 
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.No. 

OE 

No 

or 

No 

. OF 

j No. OF 

1 No. 

OF 


RULE m 

RTJL] 

□ IN 

rul: 

DIN 

1 RULE IN 

RULE IN 

EFLE IN 

Pre- 

Pro- 

Pie- 

Pre- 

Pro- 

Pro- 

Pie- 

PlO- 

Pre- 

^ Pro- 

Pie- 

Ptft 

VIOES 

sent 

vious 

sent 

vions 

sent 

VIOUS 

1 sent 

VIOUS 




edi- 

ooi- 

edi- 

cdi- 

cdi- 

edi- 

odi- 

odi- 

cdi- 



sent 

tion. 

tion. 

tion 

tion. 

tion. 

tion 

tion. 

tion. 

ti >n. 

I tioii. 

edi- 

tion. 

edi- 

tion 

432 

463 

460 

490 


519 

510 

546 

536 

! 577 

6G3 

606 

433 

464 

461 

491 

185 

520 

511 

547 

1 o3o V. 

1 

1 

364 

607 

434 

4<5S 

462 

492 

486 

521 

512 

548 

536 

1 

] 579 

563 

608 

436 

466 

463 

493 

486A 

522 

513 

549 

537 

580 

500 

609 

436 


464 

494 

487 

523 

514 

550 

538 

1 

567 

610 

437 

467 

465 

495 

488 

524 


551 

539 

582 

568 

61 1 

438 

468 

465A 

496 

489 

525 


552 


583 

569 

612 , 

439 

469 

465B 

497 

490 

526 

ud 

0 

553 

641 

584 

570 

613 

440 

470 

4650 

498 

491 

527 

0 

4-» 

1—4 

554 

555 

542 

585 

371 

61^ 

441 

471 

466 

499 

492 

528 

iQ 

10 

OQ 

556 

543 

586 

572 

615 

442 

472 

467 

500 

•• 

529 

1 

557 

544 

587 

673 

616 

443 

473 

468 

SOI 

493 

•• 

1 

558 

545 

588 

574 

617 

444 

474 

469 

502 

494 

530 

e-i 

559 

540 

589 

575 

618 

445 

475 

470 

503 

495 

531 

g 

560 

547 

590 

576 

619 

446 

476 

471 

S04 

496 


s 

0 

561 I 

fat JC 

548 

591 

577 

620 

447 

477 

472 

S05 

497 

532 


502 

549 

592 

578 

621 

448 

449 

460 

478 

479 

473 

474 

475 

506 

507 

508 

498 

499 

533 

534 

535 

V 

0 

'Et 

! s 
s 

<p 

564 

565 

566 

550 

551 

552 

553 

593 

594 

595 

596 

579 

580 

681 

1 

! 

622 

623 

624 

451 

480 

476 

509 

500 

53<S 

? 

567 

634 

597 

582 

625 

452 

1 • P 

452A 

481 

482 

477 

478 

Sio 

Sir 

601 

502 

537 

338 

cS 

riy 

CO 

CO 

10 

568 

569 

555 

598 

583 1 

626 

453 

483 

479 

512 

503 

539 

0 

■+» 

570 

ODD 

599 

584 1 

627 

454 

484 

480 

513 

504 

540 


571 

557 

600 

586 1 

628 

455 

485 

481 

514 

505 

541 

© 

p 

572 

558 

601 1 

586 

629 

456 

486 

•• 

S15 

606 

542 


573 

559 

602 

587 

630 

457 

487 

482 

516 

607 

543 

' 

574 

660 

603 

588 

631 

458 

488 

483 

517 

508 

544 

1 

1 

575 

561 

604 

6S9 

632 

459 

489 

484 

518 

609 

545 

534 

576 


drtff 

Kon 
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No. oit 

BOLE IB 


No. OB 

BOLE IK 


No. OB 
BOLE IN 


691 634 I 699 

692 635 ? 600 

693 636 I 601 

694 637 I 602 

696 638 I 603 

696 639 ; 604 

597 640 606 

698 641 606 


014 I 058 j 622 
615 1 659 I 623 



No. OB' 

BULB iisr 

Pie- 

Pre- 

1 TIOUS 

sent 

I edi- 

edi- 

tlOQ. 

1 tion. 


619 663 627 

620 664 628 

621 66s 629 
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INDEX TO aOBBECTlONS, 



Index to correction sKps^ page 369 — 


Pa^te the following immechaiel^ below the index to the 16th lut of 
corrections 


^ Index to Ifth list of cor recti ons, dated 1st Jamiarg 1914, 


No. of 
correction 
lip. 

Rules corrected, 

No. of 
correction 
i slip. 

Rules corrected. 

614 

Contents o£ Chapter 1. 


m 

167 

616 

S» »J 


628 

169 

616 

1 


629 

187 

617 

26 


: 630 

247 

618 

40 


631 

99 

619 

40 A (new lule). 


682 

316 

620 

87A. 


633 

522 

621 

Ill 


634 

636 

622 

120 


635 

G51 

623 

142 

1 

636 

Appendix V, p-^ge 323 

624. 

143 

1 

637 

fy 99 324 

626 

144 


638 

91 tf 331 

626 

162 


639 

« „ 382 


I certify that the rules in the Post Office Mamal^Xolumelll foil 
Edition, supplied to me, have been corrected in accordance with the 17th Hsi 

of corrections, dated the 1st January 1914, received by me on — 

19 . 


Station, 


Signature 

designation 

dated the 19 


a. p* Ik— 279 3> .a..p. <& t.— is 
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INDEX TO CORRECTIONS. 
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INDEX. TO VOEBECTIONS. 












